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PREFACE.

WE do not claim that we have enunciated any new principles in the course of study in the science and practice

of book-keeping contained in this work. We do claim, however, that we liave arranged those ah-eady

established in such a manner, and accompanied that arrangement with such clear and complete explana-

tions, as will insure the i^upil a knowledge of the subject, practically independent of the instructor.

While we have studiously avoided unnecessary theorizing, we have endeavored to give a competent reason for

every step to be taken, believing that tlio pupU, if he have the ability to master the subject under any circum-

stances, win be able to secure, from the reasons and illustrations given, a thorough knowledge of the science of

accounts.

We desire that the student's mmd shall be constantly dii-ected to the matter in hand—that of learning practical

book-keeping—and not become confused by abstruse theories that can be ot no possible use to him in pursuing

the course of study, nor of the least value to him in after life.

The claim of this work to superiority over aU other publications of its character is based, particidarly, upon

the manner in which the transactions selected as a basis of the student's work have been graded, the fuUness of

explanation of every stej) to be taken, the placing of such explanations iu immediate proximity to the transactions,

the system of references to the illustrations adopted, the encouragement to progress in penmanship afforded by

the engraved pages, the ability of the pupU to rely upon himself, and the material lessening of the labor of the

teacher.
THE AUTHORS.
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Double Entry Book-Keeping.

"pOOK-KEEPIXG ' is a record of business transactiojis. ' Tlic object of such record is to enable the

proprietor to determine, at any time, the true condition of the business.

'The two methods of book-keeping in use are termed ' Double Entry and Sinrjle Entnj. The

following explanations refer to Double Entry. Single Entry will be explained and illustrated later.

'Double Entry Book-keeiling in its original and simplest form makes use of three books,

called Day Book, Juurnal, and Ledger.

'Tlie Day Book, or Blotter as it is sometimes called, contains a statement of the business trans-

action in detail. ' The record should be made as soon as the transaction takes place, ' to guard against

errors which might be occasioned by a delay in making the entry.

'The Journal contains the Debits and Credits, taken from the Day Book, and arranged in a form

convenient for transferring to the Ledger. "Deciding upon and arranging the debits and credits iu

the Journal is called Journalizing-. "There are four forms in which journal entries may appear:

( 1 ) One del/if. and one credit. ( 2 ) Two or more debits and one credit. ( 3 ) Two or more credits and

one debit. ( 4 ) Ta-o or more debits and two or more credits. '
" In every journal entry the sum of the

debits and the sum of the credits must be equal. "The Day Book and .Journal may be combined, "by

writing the particulars regarding the transaction in connection with the journal entrv.

"The Ledger contains the final results, "which are exhibited by collecting all debits and credits

having the same name under one heading.. "Such a collection of debits and credits is called an

Account. "The left side of an account is the Debit, and "the right side the Credit. " Transferring

the debits and credits from the Journal to the Ledger is called Posting.

"The terms Debtor and Debit, and Creditor and Credit, arc abbreviated: as. Dr. and Cr.

Other books than those described above arc generally employed in double entry book-keeping ; as.

Cash Bool-, Sales Book, Bill Book, Invoice Book, etc., and when used tliey modifv or limit the scope of

the Day Book and Journal.

"The Ijooks employed in double entry are clas'sed as Principal and Auxiliary.

"A Principal Book is one fi-om which or to which entries are posted. '*A11 others are Auxiliarv

books.

"In double entry book-keeping there are three kinds of accounts: accounts with Persons, accounts

with Property, and accounts representing Allowances made to us, or made by us, from which we realize

(iains or sustain Losses; as. Interest, Discouiit, Excliaiige, Premium, Storage, Cornmission, Expenses, etc.

Note.—It is not expected that the \yv^n\ will commit to memory, at this time, the definitions ami rules, a.s he will do
this more easily and witli a nuich l>etler understanding of- their application if he learn the rules as he has necasion to

apply them in connection with the work to lie performed.

It is desirable, however, that tin: definitions, rules, illustrations, and the questions following them, be carefully
studied before entering upon flu- regular work of the sets, l)eginnlng on page 30.

The debits and credits in any business transaction may be determined bv tlu' followinw



THEORETICAL AND PRACTICAL BOOK-KEEPING.

GENERAL RULES FOR JOURNALIZING.

"Persons are Dehited,

' When ihey get into our debt; and
" When we yet out of their debt.

"Property is Debited,

Under an appropriate title, as Mdsc, Real Estate,

('asli, etc., irlien \t comes into our po.ysessioii.

"" Allowances are Derited,

Under appropriate titles, as Iriterest, Exchange,

Commis.non, etc., when made by us.

"' Persons are Credited,

'When ve yet into their debt; crnd

" When they yet out of our debt.

-° Property is Credited,

I'nder its appropriate title, wlien it yoes out of our
p'>ssession.

" Allowances are Credited.

Viidi-r their opjtropriale titles, irhen made to vs.

Tlie three kinds of accounts mentioned above arc divided into '''two yeneral classes, "'one class

showing Gains and Losses, "a,nd the otiier Kesources and Liabilities.

" Losses.

An account cxliibits a Loss, if tliat wliieh it

represents lias cost us more than it lins jiroduccd.

" Eesources.

An account exhibits a Resource, if it represents

property on hand, or an amount owing to lis.

'" Gains.

An account exhibits a Gain, if that wliich it

ri']irescnts lias produced us more than it has cost.

"' Liabilities.

An account exhibits a Liability, if it represents

an amount owing by us.

'"The excess in an account showing either a Resource or a Loss will be on the debit side, and '" the

excess in an account showing either a Liability or a Gnin will be on the credit side.

QUESTIONS.

"When are persons debited? " When credited? "'When is property debited ? ""When credited?

'"When are allowances debited? "When credited? ''^Lito how nwmy yeneral c^nssQS are accounts

divided? "" What does each show? " When docs an account show a Loss? '" When a Gain ? " When
a Resource? '" When a Liability? '" Wliic'h side of accounts showing Resources and Losses is the larger?

"Of accounts showing Liabilities and Gains?

SPECIAL RULES FOR JOURNALIZING.

The following additional rules, dcfiuilioii.^;, and explanations are given to supplement and eni]ilia-

size the foregoing general nili's, as a further aiil to the stiidiMit in the work of journalizing.

THE PROPRIETOR.
"The person engaging in business has an accoifiit ojiencd iimler liis own name, in wliich are to bo

entered the sum or sums by him invested and withdrawn, and, at stated ]ieriods, the net gain or net

loss resulting fnmi the prosecution of the business. '"The title Stock is sometimes used instead of

the jiroprietor's name. Kxplaiiations for a co-partnerslii[> will be given later.

"Debit the Proprietor,

' For his liabilities assumed by tlie tm.wiessj

^ For amounts drawn from the business for his pri

rate use ; and

"For tlie net loss.

RULE.
" Credit the Proprietor,

° For his investment at commenciny business ;

^' For sybsequent investments; and

'For tlie net yain.

"The diii'erence between the sides of the proprietor's account at commci/ciuy inisiness is called the

Net Investment. "The difference in the account at the close of business, after the net gain or net loss

has been transferred to it, is c.-illrd the Xrl Worth, or Present Worth.
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TJIEORKTICAL AND PRACTICAL liOOK-KKEPING.

ILLUSTRATION

Lorenzo H. Fairchild (Proprietor). Or.

For a liability assumed and to be paid out

of the business, 500.00

For an amount drawn by him for his pri-

vate use.
"

800.00
130

For his investment at commencing busi-

ness, 5000.00

For a subsequent investment, 1000.00

For the net gain, 575.00

Total credit to proprietor's account, as per footing, 6575. 00

'•- debit " " " " 1300.00

The difference is tlie proprietor's Present Worth, $5275.00

QUESTIONS.

" For what is the proprietor credited ? " For what is he debited ?
'

' What is the difference between

the sides of the proprietor's account at commencing business called? "What is the difference called

after the net gain or net loss has been entered in the account? "'' What title is sometimes used instead

of the proprietor's name?

PERSONAL ACCOUNTS.

"If a person buys goods from us, to be paid for at a future time, he gets into our debt. "At the

time he pays for them he gets out of our debt. " If wo buy of a jierson in like manner we get into his

debt. ""At the time we pay him we get out of his debt. Therefore, for personal accounts, we have the

RULE.

" " Debit a perfion vhen he ycl.'t into onr debt,

also

" ' Dcl)it a person lolien roe yet ont of his debt, in

full or in part.

"" Credit a person, when, he yets out of onr debt,

in full or in part,

also

"^ Credit a per.wn when we yet into his debt.

"When a person buys goods, without paying for them at tlie time of purchase, the transaction is

said to be On Account. " If the debit side of a personal account is larger than the credit, he owes us

the difference, and this difference is ''a Resource. "If the credit side of a jiersonal account is larger

than the debit, we owe him the difference, and this difference is °'a Liability.

Dr.

ILLUSTRATIONS.

James W. Harding. Cr.

SOLD HIM OS ACCOUNT.

10 bbls. Sugar, 90.00

10 cli. Japan Tea, 150.00

5 bags Coffee, , 100.00

RECEITED FROM ni.M l)X ACCOUNT.

Cash, 150.00

" 50.00

Total amount of goods sold him on account, as shown oy the debit footing .- 340.00

Total amount of cash received from liiiii on account, as shown by the credit footing 200.00

The difference shows what he still owes us (a Resource), 140.00



Dr.

THEORETICAL AND PRACTICAL BOOKKEEPING.

H. W. Wood & Co. Or.



TnEOIJKTICAL AXD PP>ACTICAL BOOK-KKEPING.

MERCHANDISE.
" This title is applied usually to all goods the proprietor is dealing in as a business. " If it is

desired to show results in detail, separate accounts must be opened: as, Flour, Corn, Wheat, etc., instead

of iuc-luding all under the general heading, Merchandise.

RULE.

"Debit Mdse. for the cost of the goods bonght. \ "Credit Mdse. for the proceeds from goods sold.

•"Since the debit side of Mdse. shows what the goods cost, and the credit side what they sell for,

the difference must show the gain or loss— providing the goods have all been sold. " When a portion

of the goods remains unsold, deduct their value from the debit side—or add it to the credit side—and

the difference between the sides, after this has been done, will show the gain or loss? "If the credit

side of the account is the larger, the difference is a gain; ''if the debit side is the larger, the difference

is a loss. ' Property remaining unsold is called an Inventory.

ILLUSTRATION.

Br. Mekchaxdise. Cr.

GOODS BOUGHT.

50bbls. Flour, - 250.00

30 " Beef,. 300.00

20 '' Pork,... 160.00
iio

GOODS SOLD.

50 bbls. Flour, 3UU.iiU

20 '' Pork, _ - 200.00

Inventory, 30 bbls. Beef remaining unsold (a Resource), 300.00

Totid proceeds from sales, as shown by the credit footing, 500.00

Total cost of goods, as shown by the debit footing, 710.00

Deducting value of goods remaining unsold (Inventoried at cost), 300.00

Gives the cost of the goods sold, 410.00

This, deducted from the proceeds from sales, gives the gain, -

.

90.00

QUESTIONS.

"To what is the title Merchandise applied? "' Why are separate accounts sometimes opened with

the different articles, instead of including them all under the general heading Merchandise? "For

what is Mdse. debited? " For what credited? " What does the difference between the debit and credit

sides show? " When a portion of the goods remain unsold, what must be done to find the gain or loss?

" What is property remaining unsold called? '- When the credit side of Mdse. is larger than the debit,

does the differeuce show a gain or a loss?

BILLS RECEIVABLE.

"Under this title are to be entered tlie written promises of other parties, payable at a future time,

which come iuto our possession: as, Notes and Time Drafts.

RULE.

"Debit Bills Receivable when received. \
''Credit BiUs Receivable when di.ywsed of.

"The difference between the sides of the account will show the Bills Receivable on hand. "The

amount of Bills Receivable on hand is a Resource. ^ The credit side of the Bills Receivable account can

never be larger than the debit, because agreater amount cannot be disposed of than has been received.

"Bills Receivable account is debited and credited with the face value of the bills, "'the account will

therefore balance when all have been disposed of.
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ILLUSTRATION.

Dr. Bills Receivable. Cr.

RECEIVED.

Jno. Smith's note, 600.00

Boyd & Sous " _ 1000.00

Draft on Jones & Co. , GO ds. , 200. 00
1800

DISPOSED OF.

Sinitlvs note paid at maturity,- 600.00

Boyd & Sous note discounted at Bank, .. 1000.00
16 00

Total Bills Receivable received as shown by the debit footing of the account, 1800.00

disposed of ' " credit " " " 1600.00

The difference shows the Bills Receivable on baud (a Resource), - 300.00

QUESTIONS.

"What are included under the title Bills Receivalile? "" When is Bills Receivable account debited ?

"When credited ?
"" Why cannot the credit side of Bills Receivable account l)e larger than the debit ?

"What does the difference in Bills Receivable account show ? "Is the amount of Bills Receivable on
hand a Resource or Liability? ' When will the account balance?

BILLS PAYABLE.
"Under this title are to be entered our own written ])romises issi^ed to other i)!irties, payable at a

future time: as, Notes and accepted Time Drafts.

RULE.

' Lkhit Bills Pnyahle vhcn redeemed. '''Credit Rills Payable when issued, ihaf is, when

given.

"'The difference between the sides of the account will show the amount of Bills Payable out-

standing. "The amount outstanding is a Liability. ""The debit side of Bills Payable account cannot

be larger than the credit, ™ because a greater amount cannot be redeemed than has been issued. "° Bills

Payal)le account is credited and debited for the face value of the bills. "' The account will therefore

balauce when all have been redeemed.

ILLUSTRATION.

Dr. Bills Payadle. Or.

REDEEMED.
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EXPENSE.
"Under this title are to be entered all amounts expended for carrying on tlie business: as, Rent,

OflSce Books and Office Furniture, Clerks' Salaries, etc. "If it is desired to show results in detail,

separate accounts must be kept with Salaries, Rent, Office Furniture, etc., instead of including them
all under the general heading Expense.

RULE.
** Dehif Fxpetise with any outlay for currying

on the husiness.

" Expense account generally shows a loss.

" Credit Expense with refiirjin on (inything jire-

viously debited to Expense.

ILLUSTRATION.

Dr. Expense. Cr.

E.XPENDITCRES.

For Rent, . _ . . 100.00

" OfficeDesk, 50.00

" Books,- 10.00
160

RETORNS.

From Office Desk soM. 40.00

Total expenditures as shown by the debit footing of the account, 160.00

" returns " " credit " " '•' 40.00

The difference shows the loss, 120. 00

QUESTIONS.

"What is to be entered under the title Expense? '' V,'h;it must lie done if it is desired to exhibit

results in detail? "'For what is Expense debited? ''For what credited? '" What does Expense

account generally show ?

INTEREST AND DISCOUNT.
"Interest is the compensation allowed f(ir tlie use of money. '" Discount is tlie allowance niaile

for the jiayment of a del)t before it is due

RULE.

"Debit Interest and Disconuf irhen aUoived to ^"'Credit Intereat and IHscmtnt when aUmoed to

others. ns.

"" When the debit side of the account is the larger, the difference is a Loss. '"'When the credit

side is the larger, tlie difference is a Gain. '"'The above rule will aj)ply al.so to Excliange, Premium,

Collection, Storage, Commission, etc.

ILLUSTRATION.

Dr. . I XTE REST AXD D ISCOT NT. Or.

ALLOWED TO OTHERS. 1
AI.LOV.TD TO US.

Interest on Smith's Note. 12.00Discount on Boyd & Son's Note, 10.00

Interest on Potter's " 5.00

16

Total allowed to others, as shown by the debit footing, - 15.00
" " " us " " credit " 12.00

The difference shows the loss, 3.00

QUESTIONS.

" What is Interest ? " What is Discount ? " When are Interest and Discount debited ?
"" When

crediteil ? '"'When tlie debit si<le(>f the account is the greater, is llie difference a loss or a gain? '"'To

what other accounts will the above rule apply ?
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EXAMPLES IN JOURNALIZING.

Note.—The following twenty-seven examples, representing a series of business transactions, are designed to illustrate

the application of the principles embodied in the foregoing General and Special Rules, and to serve as references to aid

the student in the work of journalizing. These examples are nfjt to be written up, but should be carefully studied by

the student in the following manner: First read the Day Book Record for the business transaction; next .see what

Journal Entry is made for it; next consult the rules and principles governing the journal entry, as per reference figures

under each example; next trace the posting of the journal entry to the proper Ledger accounts as indicated by the ref-

erence figures. Explanations are given under a few, and reference figures under all of the examples, to indicate how
this work is to be performed.

By carefully observing the foregoing instructions, the pupil will easily and quickly master the principles of debit

and credit, and the results to be secured through their application will be made clear to him.

EXAMPLE No. 1.

PAT BOOK RECORD. .JOURNAL ENTRY }<-0R SAME.
DR.

J. T. Smith conimenced
business this day, taid

invested Cash. 5000

C'asli,

To J. T. Srnitli,

5000

5000

By applying the principles and rules given ou the preceding pages, to the business transaction

shown in the above Day Book record, we find tli;it tliere i.s involved in it a debit, Ca.-^h, and a credit,

J. T. Smith.

Cash is Dr. becatise it comes into the business ; it is received (00, piuje S).

J. T. Smith is Cr. because he is the jirojirietor of the business and should be credited for his

investment (4-4. pc'Jt' G).

After the de))it and credit have been decided tii>on they are entered in the Journal as sliown above,

the debit being placed in the left-hand column and tiie credit in the right-hand column. l>eriding

upon and entering tlie debits and credits in the Journal is called journalizing {10^ fu'je- 5).

In due tinuj the debit and credit contained in the aliove journal entry will bo transferred to the

Ledger, the debit amount being entered on the left or Di-. side of the Cash account [see Cash acrount,

pa(/e T7), and the credit amount on tb.G right or Cr. side of J. T. Smith's account (xce Si/ii/Jra unrivnt,

paye 17). Transferring the debits

{20, page 5).

DAY BOOK RF.riiKH.

and credits from Ihc^ Journal to the Ledger is called

EXAMPLE No. 2.

.TOURKAL ENTRY FOR SAME.

posting

Bought of J. E. Morse,
for CaiSh,

200 bbls. Flour, at r,.00, 1200

Mdse.

To Cash,

1200

1200

We find tiiat the above, transaction contains a debit, Merchandise, and a credit, Cash.

Ques. Why is Mdse. Dr. ? Aiift. Because it is bought (0'<?, ^j«i(/e 9).

Qucs. AVhy is Cash Cr. ? Anx. Because it is paid out (67, ;wr/(? <?).

Ques. How will the above journal entry bo posted. Anx. On the Dr. side of ^Merchandise {see

Mdse. arcouul, ]wgc IS), and on the Cr. side of Cash {see Cash accmint, jmge 17).

/ Qucs. What is shown hy the debit side of the Mdse. account in the Ledger? Ayis. The cost of the

Mdse. bought {seefodfiiKj of Dr. side of Mdse. account, 2)(iije IS).

Ques. What is shown by the credit side of Cash account in Ledger ? A?!s. The amount df Cash

paid out {seefootui// of Cr. side of Cash account, pacje 17).

EXAMPLE No. 3.

DAY BOOK RECORD. .JOURNAL EN'THY FOR SAME.

Sold Goo. Andrcw.s, for

Cash,
50 bbls. Flour, at 0.75, 337 51

Cash, 337 50

I'o .Mdse., 331 50

Ques. \n above transaction, why is Cash Dr. ? Ans. Because it is received {0(i, page <?).

Ques. Why is Mdse. Cr.? Ans. Because it is sold (W>, ^j«ye iv).
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Qi/es. How will the above journal entry be posted ? Ans. On tlie Dr. side of Cash (.lee Cash

account, par/e 17), and on Cr. side of Mdse. {see Mdse. account, jntge IS).

Ques. Wliat is shown by tlie debit side of Cash account in t!ie Ledger? Ans. Tlie anunmt of

Casli received {sec footuuj of Dr. side of Cash account, parjc 17).

Ques. TVliat is shown by the credit side of Mcrcliandise account in tlic Ledger? Ans. The
amount produced from sales of mercliandise {seefootin// of Cr. side of Mdse. account, page IS).

Remark.—Tlie .studeut will observe tluit amount.s which appear in the left-hand or Dr. column in Die Journal are

invariably posted to the left or Dr. side of the Ledger, under the title standing oppo.^ite the amount in the Journal; and
those amounts in the right hand or Cr. colunm in the Journal are posted to the right or Cr. side of the Ledger, under
the title standing opposite the amount.

EXAMPLE No. 4.

DAY BOOK RECOUIJ. JOl'RNAL ENTRY FOR SAME.

Bought of E. N. French,
on account,

lOObbls. Beef, at 14..50, 1450

Mdse.

,

To E. N. Freiudi.

1450

1450

Mdse. For journalizing principle, see 68, 2mge 9. For Ledger account, seepage IS.

E. Is. French. For journalizing principle, see o'2b, page 7. For Ledger accoiint, see ^xige IS.

Remabk.—Under the remaining examples only reference figures will be given to the principles involved, and to the

Ledger illustrations. It is expected that the student will, in the study of each example, follow out the plan of questions

and answers outlined under examples No. 2 and No. 3.

EXAMPLE No. 5.

DAY BOOK RECORD. JOURNAL ENTRY FOR SAME.

Sold Reed & Mills, on
account,

50 bbls. Flonr, at 7.00,

50 " Beef, 10.00,

350
800
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EXAMPLE No. 9
DAY BOOK RECORD. .TOITRNAL ENTRY FOR SAME.

Bought of E. D. Harris,

lOObbls. Pork,iit 12.00,

Gave my note at 10 days
in payment,

1200
Mdse,

To Bills Payable,

1200

1200

Mdse., principle 68, page 9; Ledger account, page 18. Bills Payable, 'principle 85, page 10; Ledger

account, page 18.

EXAMPLE No 10.

DAT BOOK RECORD. JOURNAL ENTRY FOR SAME.

Received of Reed & Mills,

their note at ten days,

to apply on account. 600

Bills Receivable,

To Reed & Mills,

600

600

Bills Receivable, priiiciple 70, page 9, Ledger account, page IS. Reed & Mills, principle 52a,

page 7; Ledger account, page 18.

EXAMPLE No 11,

DAY BOOK RECOKD. JOURNAL ENTRY FOR SAME.

Gave E. N. French my
note at ten days, with
interest, to ai)ply on
account, 500

E. N. French,

To Bills Payable,

500
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EXAMPLE No. 14

15

DAY BOOK RECORD. JOURNAL ENTRY FOR SAME.

Bouslit of Mill) Sage,

300bbls. Flour, at 6.50,

Paid him Cash,
Balance on account.

950
1000
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EXAMPLE No 20.

DAT BOOK RECORD. JOURNAL ENTRY FOR SAME.

Paid M. Sage, to apply
on account. Cash,

My note at 30 clays, with
interest.

250

500
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EXAMPLE No 25.

DAT BOOK RECOIU). .lorRSAL ENTRY FOR SAME.

Prepaid my note of ITtli

inst. . in favor of W. E.

Holt,

Discount off,

Paid balance iu Cash,

2

1997

I 1

Bills Payable,

To Discount.
' Cash,

2000

2

199?
67
3:3

Bills Payable, principle 8J^, jiaye 10; Ledger account, page 18. Discount, principle loO, pwje 11;

Ledger account, page 19. Cash, principle 61, page 8; Ledger account, page 17.

EXAMPLE No. 26.

I>AV BOOK RECORD. .TOrkXAL KXTRY FOR SAME.

A. D. Larkin prepaid his

note of 19th inst.,

Discount oif,

Eec'd 'jalance in Cash,
4

495

Discount,
Cash,

To Bills Receivable

4
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MERCHANDISE.

Ex. No. 2

4

9

14
15

Jnvenlnry.
350 bbls. Flour, 2100
200 " Beef, 2900
50 " Pork, 600

(Resource), 5600
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MILO SAGE.

19

Or.

Ex. No. 20

Dr.

750 Ex. No. U
We got into his

debt, 1000
We got out of his

debt, 750

We still owe him, 250
(Liability).

INTEREST,

10001

C'r.

Ex. No.

Dr.

33 08 Ex. No. U
Allowed to us, 2.28
Allowed to others, 1.08

Gain, 1.20

DISCOUNT. (V.

Ex. No. 26
Allowed to others, 4 38
Allowed to us, 2.67

Loss, 1.6(5

4 33 Ex. No. 25 2 67

The following is a statement of the Losses, Gains, Resources and Liabilities exliibited ])y the

accounts of the foregoing Ledger, and shows the Proprietor's Net Gain and Present Worth.

STATEMENT.

Losses.

Expense {see account, page IS),

Discount [see account above), .

.

150 00

1 0(i

15 1 e c

Eesources.

Cash {see account, page 17),

Mdse., Inventory {see accovnf, page IS),

Reed & Mills {see account, page IS), —
Expense, Inventory {see acct., page 18),

Bills Receivable {see account, page 18),.

Proprietor's Present Worth.

J. T. Smith's credit {See acct., page 17),

debit (
" " " "

),

net credit,

net gain, .

5000 00

350 00

4650 00

762 04

present wortli, 5412 04

Gains.

Merchandise {see account, page IS), .

Interest {see account above),

912
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DIRECTIONS FOR JOURNALIZING.

Having completed the work of copying the foregoing transactions into your Day Book, you may

now journalize them. As explained in 9 and 10, on page 5, journalizing is deciding upon the debits

and credits of the business transactions recorded in the Day Book, and arranging them in the Journal

in a form convenient for transferring (posting) to the Ledger. In journalizing, therefore, you will

need your Day Book and Journal before you.

The examples commencing on page 12 are designed to assist you in the work of journalizing. To

illustrate: Eead the transaction January 1 in your Day Book ; then turn to page 12 and compare it

with the Day Book Record of Example No. 1. As you will see, they read substantially alike, and pre-

cisely the same princijiles are involved in each. If, therefore. Example No. 1 be journalized

Cash, Dr. 5000
, journal enfn/ for Example No. 1, page IJ), it follows that the

To J. T. bmith, Cr. oOOO ^ ' ' ' -' ' ^ -^ "

n L i- • -r. T) 1 1 1 1 1 11 Cash, Dr. 4000
first transaction m your Day Book shoukt be journalized ,., ci.,,fi„,,f n,. 4000

Turn to your Journal, therefore, and make the journal entry as shown in the illustration below

omitting for the present, the figures in the column at the left. Their use will be explained later. You

will observe that tlie debits are entered on the left side and the credits on the right side of the dividing

line. The abbreviations Dr. and Cr. are omitted from the Journal. The sign "To" indicates that

the item before which it is placed is a credit. After you have made the entry in your Journal, turn at

once to your DAy Book, and, in the column at the left, check the transaction thus \/ as shown in the

illustration on page 20, to prevent omissions. This completes the work of journalizing the first trans-

action, January 1. The entry will not be posted until later, when full instructions will be given.

Nest proceed to journalize the transaction January 2.

By reference to page 20^ you will see that the small reference figures at the left of this transaction

indicate tliat you are to consult Example No. 2, on page 12 for assistance in making the journal entry.

Again, the reference figures for transaction of January 3. page 20, refer you to Example No. 3, page 12,

for transaction of January 4, to Example No. 2, and so on.

By referring in tliis manner to an example coiitainiuf/ the same conditions as the transaction you

arc journalizing, you can readily determine tlic jiroper debits and credits for all tlie transactions in

January. In consulting these examples for assistance in making the journal entries, you are at the

same time to repeat the rules governing the entr\', that you may, as soon as possible, become

thoroughly fanuliar witli the principles of debit and credit.

It is desirable that you should, as soon as possible, iiroceed witli the journalizing independent of

the examples. Therefore, after making a few entries, do not refer to the examples unless it is

absolutely necessary to do so, but journalize tlie transactions by applying the jiriucijiles and rules for

journalizing, as given on pages (J to 11.

After journalizing all of the transactions for January, jiresent your Journal to the teacher for

approval.

f^'^i^^'

^
L^-^lJ^

'Uu,

kJ~5 c

^c;r

.-/^-^

KSi>
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DIRECTIONS FOR POSTING.

After you have journalized all the transactions for January, and your Journal has been approved

by the teacher, your next work will be to post. Posting, as csjdained in 15 to 20, on page 5, is

transferring the debits and credits from the Journal to the Ledger, placing those of the same name

under one heading, for the purpose of exhibiting the final results of the business. The simple process

of posting is not difficult; it is purely mechanical, but it requires constant watchfulness and care to

perform the work witliout making errors.

A few Ledger accounts are shown on page 25, to give you an idea of the form for ojiening

accounts in your Ledger; and you will find e.qjlirif instructions fur jiosting given below, under "Guide

for posting the Journal entries for January."

You are to follow those instructions to the very letter, i)erforming the work step by step as

directed. To illustrate: In the instructions for posting the first journal entry (Jan. 1), you are

directed to "write your own name at the top of page 1 in your Ledger." Before reading the

instructions further, you should turn to your Ledger and perform the work exactly as directed; then

turn again to the instructions and see what the next step is, and take that, ami so on until you have

posted the entire entry.

Then take the instructions for the second entry in your Jouriud, and i)roceed in the same manner

as with the first entry, performing the work precisely as indicated.

After you have posted a few of the journal entries by the aid (if the instructions, lay aside your

text book and proceed without it if possible.

You may now place your Journal and Ledger before you, aud commence ])osting in accordance

with the following:

GUIDE FOR POSTING THE JOURNAL ENTRIES FOR JANUARY.

JANUARY 1. (See this entry in your Journal.)

First, write your name at the top of page 1 in yor.r Ledger, on the vpiwr line, in a bold, plain

hand. (^See form of Ledger on Jiciffe 25.) Next, on the Cr. side of the heavy line in the center—that

is tlie right-hand gide—enter, in the date column, the date, Jati. 1. (The explanation column being

little used in business it will be left entirely blank for the present.) Next, in the journal page column,

enter the page of your Journal, 1. Next, in the amount column, enter the amount, J^ono. Next turn

to your Journal, and enter the Jiage of the Ledger, 1, in the column at the left of student's name as a

check to indicate that the item has been posted. {See Journal form on page 2,].) Before reading any

further, perform the above work preciselg as instructed. Next write Cash, in a bold, plain hand, at

the toj) of page 2 in your Ledger. Next, on the Dr. side of the heavy line in the center—that is, on

the left-hand side—enter, in the date column, the date, Ja)i. 1. Nest, in the Journal page column,

enter the page of your Journal, 1. Next, in the amount column, enter the amount, JtOOO. Next turn

to your Journal aud enter the page of the Ledger, 2, \\\ the column at the left of Cash, to indicate that

this item has been posted. This completes the posting of the entry. Next proceed to post the entry of

JANUARY 2. (See this entry in your Journal)

Open an account with Merchandise at the top of page S in your Ledger; then, on the Dr.

side—that is, the left-hand side—enter in the date column, tlie date, Jan. 2; next, enter the Journal

page, 1; next, enter the amount, iJOO; nextj turn to the Journal and enter the Ledger page, S, in the

column at the left of Mdse. as a check to show that it has been jjosted.

Next turn to Cash account on page 2 in the Ledger, and enter, on the Cr. side—right-hand side

—

the date, Jan. 2; next, enter the Journal page, 1; next, 'enter the amount, 500; next, turn to the

Journal aud enter the Ledger page, 2, at the left of Cash as a check.

JANUARY 3. (See the Journal entry.)

Turn to Cash account on page 2 in your Lodger, and enter, on the Dr. side—Z^//* hand side—of

the account, the date, 5, placing ditto marks under the month, Jan., to save repetition; next, enter

the journal page, 1; next, enter the amount, SOO; next, turn to your Journal and check as before

by entering the Ledger page, ~, at the left of Cash. Next turn to Merchandise account on i)age 3,

and enter, t)u the Cr. side, the date, Jan. 5; .next, the journal page, /; next, the amount, ^iOO; next,

turn to your Journal and check Merchandise by entering the Ledger page, S.
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JANUARY 4. (See this entry in your Journal.)

Turn to Merchandise a^oount, on page 3 in your Ledger, and enter, on the Dr^^side, the date, i,

the journal page, 1; the amount, 2100; then check in Journal as before instructed. Kext, on Cr. side

of Cash account, enter the date, Jf; the journal page, 1; the amount, 2100; then check in Journal.

JANUARY 5. (See the Journal entry.)

On Dr. side of Cash account enter the date, J; the journal page, 1; the amount, 856.25; check in

Journal. On Cr. side of Merchandise, enter the date, 5; the journal imge, 1; the amount, 856.25;

check in Journal.

JANUARY 6. (See the Journal entry.)

Open an accoi;nt with Expexse at the top of page 4. Enter, on the Dr. side, the date, Jan. 6;

next, the journal page, 1; next, the amount, 50; next, check in the Journal. Next, turn to Cash

account, on page 2, and enter, on the Cr. side, the date, 6; the journal page, 1; the amount, 50; then

check in the Journal.

JANUARY 8. (See the Journal entry.)

On Dr. side of Merchandise account enter the date, <S; journal page, 1; the amount, 500; then

check in Journal. Next, open an account with J. D. Morgan, on page 4, twenty lines below Expense

account, and enter, on the Cr. side, on the second line below the title, the date, Jan. 8; journal page,

/; amount, 500; then check in Journal.

JANUARY 10.

Open an account with A. 0. Steele, on page 4, ten lines below J. D. Morgan's account, and enter,

on the Dr. side, two lines below the title, the date, Jan. 10; the journal page, 1; the amount, 300;

then check in Journal. Next, turn to Merchandise account and enter, on the Cr. side, the date,

journal jiage and amount; then check in Journal.

JANUARY 12.

On Dr. side of Merchandise account enter the date, journal page, amount, and check in Journal.

Next, open an account with D. Hammond at top of page 5. Enter, on Cr. side, the date, journal

page, amount, and check in the Jouriuil.

JANUARY 15.

Open an account with James ""T. Wood, on page 5, ten lines below D. Hammond's account,

and enter, on the Dr. side, two lines below the title, the date, journal page and amount; then check in

journal. Next turn to Merchandise account and post, on Cr. side, as heretofore instructed, remem-

bering to check in the Journal.

JANUARY 16.

Post oTi Dr. side of Cash account, and Cr. side of Merchandise account. Be careful to check in

the Journal after eacli posting.

Note.—You sliouUl now be able to proceed with the posting witliout further assistance. In case, however, j'ou

are unable to do so, for -additional practice apply to the tcaclior for a ^iparate nkeel of ledger paper, and post the same

entries again.

"" You will observe that, in every journal entry, an equal amount is posted to both sides of the Ledger, thus keeping

it constantly in balance. This is the principle upon which Double Entry book keeping is l)ased and from which it takea

ils Dame,



Open this accoaot
at top &f page 3.
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TRIAL BALANCE.
'" A Trjal Balance is a test to ascertain whether the' debit and credit sides of the Ledger are equah

"'The Trial Balance does not prove the work to be absokxtely correct, '"'as errors may be made which
will not afiect the equality of the Ledger, ""such as posting to the wrong account, errors in journaliz-

ing, erroneous comimtations, etc.

"'If the footings of the Trial Balance are equal, however, it is generally accepted as proof that

the work upon the Ledger is correct, '"although the careful Ixwk-keeper, in addition to such proof,

will usually go over his computations and posting the second time.

You may now proceed to take a Trial Balance for January.

INSTRUCTIONS FOR TAKING JANUARY TRIAL BALANCE.

Commencing with the lirst account in your Ledger, which is Student's, '" write your name on the

first line in the trial balance sheet, preceding it, in the column nuirked L. F. (Ledger Folio), with the

page of the Ledger on which the account appears; then place the Cr. footing, JtfiOO, in the right hand
column, as illustrated in the trial balance given below.

You will then turn to the next account in your Ledger—Cash. Add both sides of the account,

""placing the footings in small lead-pencil fiynres, '"close up to the line on which the last item is

posted, as illustrated in the Cash account below.

Note.—Use a sharp-pointed lead pencil for all work of this kind, as the figures can be made much smaller and
more legible than with a dull-pointed pencil.

CASH.
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'"Wheu the footings of both sides of an account are equal it ma}' be omitted from the trial

balance, as in the case of the account with A. 0. Steele. You may rule up Steele's account in your

Ledger at once. {Secfirst rulinri of Hock/s account, page J,3). '"Always use red ink in ruUwj.
•

Note.—Questions upon a few of the leading principles involved in the worli of the foregoing set are given below,

and you should be prepared to answer them satisfactorily if called upon by the teacher at any time to do so. Before

proceeding further, therefore, study carefully the answers to the following

QUESTIONS FOR REVIEW.

Page 5.—'-'What is Book-keeping? "'Explain the use of the Day Book. 'The Journal. "The

Ledger. "' What is Journalizing? '" What is Posting? " What arc the three kinds of accounts used

in Double Entry? Page 6.—"" Give the general rules for Journalizing. " " Give the rule f<u- journal-

izing Proprietor's account. Page 8.—""' For Cash. Page 9.—""' For Merchandise. Page n ._»^-»' For

E-xpcnse. Page 24.—'" From what does double entry book-keeping take its name? Page 2G.— '"' What

is a Trial Balance? '""Docs the trial balance prove the work to 'dc absolutely correct? "'Why not?

'°' What errors might be made that would not affect the equality of the Ledger? "" What is generally

regarded as evidence that the work upon the Ledger is correct? ""What should be done in addition

to having such proof? '""" How will you proceed to take a Trial Balance? Page 27.—'" What should

be done when the footings of both sides of an account are eipuil? ""What colored ink should

always be used in ruling?

Note.— .\fter you have become familiar with the principles covered by the above questions, proceed to copy into

your Day Book the transactions for February, us given on the following pages. In all computations, if the fraction is

five mills or over, add another cent ; if less than five mills drop the fraction. Strive to make the work upon your books

show constant progress in penmanship, by imitating as nearly aa possible the forms given yuu to copy.

INSTRUCTIONS FOR FINDING TIME, AND COMPUTING INTEREST AND DISCOUNT.

The manner of flnding time in discounting negotuible paper differs, somewhat, with places and

individuals. In this work, for the sake of uniformity, the term of discount, in all cases, will be found

by counting the actual number of days from the date of discount to the date of maturity, which will

exclude the day of discount and include the day of maturity.

If the paper to be discounted is interest bearing, first compute the interest upon the face of it from

the date it begins to draw interest to maturity; then add the interest to the face of the paper, and

comi)ute discount upon the amount thus obtained, from the date of discounting to maturity. Tlie face,

plus the interest, minus the discount, will be the proceeds.

Compute interest and discount at C^, on a basis of 3G0 days for a year, unless otherwise specified,

using the Short Method, for explanation of which see your Commercial Arithmetic.

PROMISSORY NOTE.

/fiP^.-^'
4///^
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Note.—Copy the Inventory as given below into your Day Book, immediately following the transactions for Feb-

ruary. When the inventory includes a long list of goods, a separate book, called an " Inventory Book," is usually

employed.

INVENTORY. FEB. 28, 18—.

MERCHANDISE,
130 bbls. Flour, ....
40 " Salt, ....
10 ch. Jajiaii Tea. (loii 11 is.

7 Ijbls. A Sugar, 1875 lbs. -

75 " Beef .....
125 " Pork, ....
15 " Lard, 3000 lbs. -

5.00
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BALANCE SHEET.

After Tou have completed the posting lor February, you may next 'make out a " Balance Sheet,"

for the jnirpose of ascertaining tlie exact condition of the business at the jsresent time.

'The Balance Sheet as illustrated on page 33 combines with the Trial Balance a statement,

exhibiting in a condensed and convenient form for reference,' the Resources, Liabilities, Losses and

Gains of the business. In performing this work, it is of the utmost importance to you that you do

itoi merely copy the form of Balance Sheet. To do the work nnderstandingly, securing a knowledge

of the relations of the various accounts to the business, it is absolutely e.-^scniial that you take each step

in the order indicated, and jierform the work precisely as directed in the instructions which follow.

GUIDE FOR MAKING BALANCE SHEET FOR FEBRUARY.

If you have not in your Trial Balance hook a form ruled to correspond with the one shown on

page 33, vou will rule a sheet. First take a trial balance of your Ledger, precisely as instructed for

January; that is, foot the accounts in pencil, and carry the footings to the Jii'^t f"-''^ columns of your

Balance Sheet. Do not extend any amounts to the other columns until you have thus drawn off on

your Balance Sheet all of the ledger accounts and footed the two columns, to ascertain whether your

Ledger is in balance. If your trial balance jiroves—that is, if the tirst two columns foot alike—your

next step will be to extend tlie Resources, Liabilities, Losses and Gains, as shown by the various

accounts, as follows:

CASH.

Commence with Cash, it being the fir.st account in jour Balance Sheet following the Proprietor's

(Student's) account. 'From the Dr. footing, 7765.00, which is the cash received, subtract the Cr.

footing, 5"24"2.00, which is the cash paid out, and the difference will show the ca.sh on hand, 2.523.00,

which you are to extend to the Resource column, because jiroperty on hand is a Resotirce. {See 37,

payee.)

MERCHANDISE.

' First enter, in the Resource column, the inventory of ^Merchandise, 3401.88, as shown on page 30,

because property on hand is a Resource {37. jniye 6.) Make the entry in red ink, to distinguish it

from the resources shown by the ledger accounts. Next, find the gain or loss on the accotmt by either

of the methods explained and illustrated below.

EXPLAXATIOX OF FlK.ST METHOD.

'" To the Cr. footing, 5-472. 50, the proceeds from goods sold, add the Inventory, 3401.88, the value

of goods remaining unsold; this will give the total proceeds, 8874.38. Then from this amount sub-

tract the Dr. footing, 8012.50, the cost of all the goods bought, and the difference will be the gain,

861.88, which you are to extend to the Gain column, because an account that 2iroduces more than it

costs, exhibits a gain {36, paye 6).

EXPLAJTATION OF'SeCOXD MeTHOD.

" From the Dr. footing, 8012.50, which is the cost of all the goods bought, subtract the Inventory,

3401.88, the cost of the goods on hand, and the difference will be the cost of the goods sold, 4610.02.

Subtracting this amount from the Cr. footing, 5472.50, the proceeds from goods sold, the difference

will be the gain, 861.88, which you are to extend to the Gain column {36, paye 6).

Illustratiok.

Firsi Method.

Sales of Mdse. (Cr. footing), 5472.50

Inventory (goods on hand, paye 31), 3401.88

8874.38

Cost of Mdse. (Dr. Footing), 8012.50

Second Method.

Sales of Mdse. 5472.50

Cost of Mdse 8012.50

Inventory " ...' 3401.88

4610.62

Gives the gain, 861.88 Gives the gain, 661.88
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EXPENSE.

'^ The Dr. footing, 417.00, show.s (ho tutal outlay. Tlierc being no returns, you will extend

417.00 to the Loss column, because an account which costs more than it produces exliibits a loss

{3o, paf/c 6).

J. D, MORGAN.

'^From the Cr. footing, 500.00—the amount we got into his debt—subtract the Dr. footing,

100.00—the amount we got out of liis debt. The dilferenee, 400,00, is the amount we still owe him,

which you are to extend to the Liability column, because an amount owing by us is a liability

A. 0. STEELE.

"Prom the Dr. footing, 250.00, the amount he got into onr debt, subtract the Cr. footing,

loo. 00, the amount he got out of our debt, tlie difference, 150.00, is tlie amount he still owes us,

wlii(.'h you are to extend to the Kesource cohimn, because an amount owing to u.s is a resource

(J?, /'W/P (J).

Note.-—In extending the accounts of D. Hammond, Bell Bros. &, Day and Miller & Beach, consult the expla-

nation given above for J. D. Morgan. In extending Miller & Beach's account, consult the explanation for

A-. O. Steele.

BILLS PAYABLE

'^From the Cr. footing, IGOO.OO, the amount of Bills Payable issued, deduct the T)r. footing,

250.00, the amount of Bills Payable redeemed; the difference, 1;350.00, is the amount of Bills Payable

outstanding, which you are to extend to thu Liability column, because an amount owing by us is a

liability {JS^juir/e 6).

BILLS RECEIVABLE.

"From the Dr. footing, 1482.50, the amount of Bills Receivable received, deduct tlie Cr. footing,

525.00, the amount of Bills Receivable disposed of; the difference, 957.50, is the amount of Bills

Receivable on hand, which you are to extend to the Resource column, because an amount owing to

us is a resource (J7, parje 6).

You may now foot the remaining columns of your Balance Sheet, viz: the Resource, Liabilitv,

Loss and Gain columns, after which make a summary of the results,as shown in the form of Balance

Sheet on page 33.

EXPLANATION OF SUMMARY.
"From the footing of the Gain column, S<il. S8—which is tlie total amoutit of the gains—sub-

tract the footing of the Loss column, 417.00—which is the total amount of the losses. The difference,

444.88, istheXET Gain.

"From tlie Cr. footing of Stitdent's (Proin-ietor's) account, 4000.00— wliicli is tlie total amount
invested by him in the business—subtract the Dr. footing, 100.00—which is tlie total amount with-

drawn by him from the business. The difference, 3900.00, is the Student's Net Crkuit.

"Add to llic net credit, 3900.00, the Xet Gain, 444.8S, and the amount, 4344.88, is the Student's
J'ke.sknt \VoRrn.

"°Itis evident that, if to tlie amount oi propviiy ii person iiosscs.scs be added tlie iUiwunis owing
Id him (both shown by the Resource column), and from this sum be subtracted the amounts owinrj bij

him (shown by tlie Liability column), the difference must be what he is worth. Therefore

"From the footing of the Resource column, 7G32.38—which is the total amount of resources

—

subtract tlie footing of the Liability column, 3287.50—which is the total amount of liabilities. The
difference, 4344.88, is the Nkt Resource, or Student's Present Worth, °' and proves the result

previously obtained by adding togetlier the \et Credit and Xet Gain, to find the Present AVortli.

"AVhcii tlie losses exceed the gains, the ditTerence is called the "Net Loss;" "'in such case the

Net Loss is to bo deducted from the Net Credil, to find the Present Worth.

"'When the Liabilities exceed the Resources, the Proprietor is said to be " Lisolveiil."'
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GUIDE FOR CLOSING THE ACCOUNTS SHOWING LOSSES AND GAINS.

'"Following the la.st account in your Lodger, open an account witli Loss & Gain, "to which are

to be carried the losses and gains from the various accounts as tliey are closed, "and from which tiually

the Net Gain is to bo transferred to the proprietor's account.

MERCHANDISE.
'"' The Inventory is first to be entered on the credit side of the account, that it may be added to the

sales, as explained and illustrated in the first vie/Iuid ior finding the gain or loss on Merchandise, on

page 33. (This is equivalent to deducting it from the debit side, as explained in the second mciliod,

on page 33.) Proceed as follows: "' On the Cr. side of the account, enter, first, the inventory. Write,

IN RED INK, Feb. 28, Inventory, Slfil.88. "Then to close the account, on the smaller side—which is

the debit—enter the difference between the sides, that is, the gain. Write, IN red ink, Feh. 28,

Loss & Gain, 861.88 (enter in the page column the page of the Loss & Gain account). "Next, rule

and foot the account. {Sec Mercliandise account closed and ruled up, on page 35.)

"In ruling an account, draw the red line directly njmi the blue line. In the double ruling, draw

the lines as close as possible and not have them run together. Eule on the same line on both sides of

the account, oven if there be a larger number of entries upon one side than upon the other.

"The two entries just made have put the Ledger out of balance, and to restore the balance, entries

for like amounts must be made on the ojiposite sides, as follows: " First transfer the Inventory below

the ruling, on the Dr. side. Write, in black ink, March 1, Inventory, 3401.88. "Next, transfer the

gain to the Cr. side of the Loss & Gain account. Write, in bl.ack ink, Fel. 28, Mdse., 861.88 (enter

in l)age column, the page of Jlerchandise account). "By these two entries wo have not only placed

the Ledger again in balance, but we have caused the Merchandise account to show as it should, on

th'j debit side, the resource roiirosonted by the value of the goods unsold; ami " have caused the Loss

& (Jain account to show, as it should, on the credit side, the gain produced by an account (Mdse.)

which has been closed.

EXPENSE.

To close this account: "On the smaller side—which is the Cr.—enter the difference between the

sides—that is tlie loss. Write, IN red ink, Feh. 28, Loss £• Gain, Jfll.OO (enter jiage of Loss & Gain

account). '"Next, rule and foot the account, as ])reviously instructed. " Next transfer the loss to the

Dr. side of Loss & Gain account. Write, IN BLACK INK, Feb. 28, Expense, 4.17.00 (outer I'age of

Expense account).

LOSS & GAIN.

Having closed all of the accounts which show losses and gains, into the Loss & Gain account, you

will now jirocced to close this account. "On the smaller side—which is the Dr.—enter the difference

between the sides, that is the net gain. Write, in red ink, Feb. 28, Student (tiie page), lfJf4.88.

Next, rule and foot the account. " Next, transfer the net gain to tlie Cr. side of Student's (pro-

prietor's) account. Write, in black ink, Feh. 28, Net Gain (the page), 4-i4-^'S.

STUDENT.

The Net Gain liaving been carried to it, this account now contains the ])resent wortli, and that it

may bo shown iii a single amount, you will clo.se the account. I'rocood as follows: ''" On the smaller

side—which is the Dr.—enter tlie difference between the sides, that is the present, worth. Write, IN

red ink, Feb. 28, Present Worth, 4344.88. "'Next, rule and foot the account. "Next, transfer

the present worth to the opposite side (Cr. side) below the ruling. Write, in black ink, March 1,

Present Worth, 4344-S8.

This completes the work of closing the accouuLs which contained llio losses and gains growing out

of the preceding two niontli's business, and the net gain—the difference between the losses shown on

the Dr. side and the gains shown on the Cr. side of the Loss & Gain account—has been entered in

Student's (the jiroprietor's) account, causing it to show the present worth. ""It is evident that the

proprietor's account will continue to show its true relation to the business—that is, the present worth,

or exact difference between the resources and liabilities—only until such time as a gain or loss has been

produced in the course of trade; "because such gain or loss is not immediately entered in the jiro-

prietor's account, but is i)erinittod to remain in the account producing it, until a general closing of

the accounts showing gains and losses is made, such as has just Ijoen explained and illustrated.
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KoTE TO Student. —Questious u|)ou some of Ibe principles iuvolved in tlie precediu^r set are given Ixluw, and you
sliould be prepared to answer tlieui if called upon to do so. ISefore proceediug further, Iberefore, sluily carefully llie

auswerss to the following:

QUESTIONS FOR REVIEW.

Piige 10.
—

"" Wluit i.s <;ciici-;illy iiu/hided iiudcr Uiu title • Bills l';ty;ible "? "' Wlieu arc Bills I'uy-

;il)lc credited!'' "When defiited !'' Page 9.
—

"'Wh;it is generally included under the title "Bills

lieceivablc"? '° When are Bills Receivable debited ? " When credited ? Page 30.—'-MVhat does an

inventory usually represent? "What may it represent? 'How found usually, and at what price are

the goods estimated ? ''In what other way nuiy the ipiaiitity of goods on hand at any time be found ?

Pago 31.—MVhat is the oljject of making a " Balance .Sheet"? 'What does it exhibit? "In what

column are the inventories entered, and how are they entered ?
'" " llow is the gain on Mdse. found ?

Page 33.
—

'^ How is the loss on Expense found? "IIow is the net gain found? '"How is the Pro-

}irictor's net credit found ?
'" How is the Proprietor's present worth found ?

'"""''' How can the present

worth lie i)roved ?
'"'' When the losses exceed the gains, what is tiie dilference called ?

'" In such cases

how is the present worth fouiul ? " When is the Proprietor said to be insolvent? Page 33.
—"'"" When

it is desired to make the ])roprietor"s account exhibit the present worth, what is it necessary to do?
""'° Why is it not neccssai-y to close all the accounts in the Ledger? Page 34.

—""'What is the first

step to take iu closing the accounts that show losses and gains? '""'"How is the Mdse. account closed ?

'"In ruling an account, how should the lines be drawn? '""How is the Expense account closed?

"""'" How is the Loss aiul (Jain account closed ? ''° " llow is the Proprietor's account closed ? What does

this account then exhibit? "" "' How long w ill it continue to exhibit the present wortl I, aiul wlivhv?
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Note.—In copjing into your Day Book the transactions for the month of March, as outh'nod by the foDowing
memoranda, be erireful to have the yeneral arrangement of the work correspond with the Day Book ilhislrations in the
months of January and February, and Ihe one sliowii on the preceding paije.

Ex. 23. p
1«.

6S, pa. n.

CI, pa. 8.

58b. p. 7.

Ex. 1ft, p.
15.

Ex. 31. p.
Its.

R4, pa. 10.

61, pii. s.

60, pa. ».

77. pa. !i.

•60, pa. 8.

77. pa. ».

100, p. 11.

S.

84, pa. in

61, pa. .s.

9fl, pa. 11.

Ex. 311, p.
17.

Ex. 2.";. p.
17.

1(1.

11.

V2.

13.

ir..

17.

IS.

1'.).

•.'I.

2:i.

:J4.

2(1.

MEMORANDA FOR MARCH.

P;iiil Miller A- Ik'ach, ca.sli nu afcdtint, ."300.00.

Sold Alex. Gooclni;m, on his note at ton day.s, with interest, 50 l)hls. Flour, (S; COO.

Paid robriiaiT gas bill in cash. 6.00.

Gave Bell Bros. & Da}- my note at 10 days, with interest, in full of account, 4(;-2.50.

Paid my note of Fob. 31, favor of Long & Martin, and interest, in casli; face of note,

1050.00; interest, 13 days, 3.38.

Bought of E. L. & F. B. King, 50 bbls. Beef, @ 13.00. Paid them cash on above, 300.00;

balance on account.

Sold R. II. Day, for cash, 5 ch. Japan Tea. 300 Ib.s., (3- 60'/.

Received of Sherman, French & Co., in full of account, as follows: C;ish, 300.00; their

note at 60 days, 400.00.

Paid rent of store in cash. 50.00.

Received cash of Fi-eeman & Johnson, for their note of Feb. 19, and interest. F.ice of

note, 560.00; interest, 18 days. 1.68.

Sold A. O. Steele, on account. 35 bbls. Pork, @ 10.5O; 5 bbl.s. Lard, 1000 ll).s., (7t lOif;

30 bbls. Flour, (r? 6.00.

Paid my note of Feb. 36, favor of 1 >. Hammond., in cash. 300.00.

Bought of Beach it Gould, on my note at 90 days, loo bbls. Mour. (i}. 5.00.

Received cash of Jas. T. Wood, for his note of Feb. 33, 307.50.

Sold Collins & Carpenter. 40 libls. Salt, @ 1.50; 50 bbls. Pork, (^ 10.50; 50 bbls. Beef,

(ff< 14.00. Received cash on above, 785.00; their note at 30 days for balance.

Paid J. I). Morgan, cash on account, 300.00.

Received cash of Ale.x. Goodman, for his note of March 3. and interest. Face of note,

300.00; interest, 13 days, 65^.

Bought of Leffingwell Mfg. Co.. for cash, a safe for office use, 475.00. \y

Bought of Gardner & Gardner, 50 bl)ls. Beef, @ 13.00. Paid cash on aljove, 300.o0; <rave

them my note at 60 days for balance.

Sold Sherman, French & Co., on account. 7 bbls. A Sugar, 1875 lbs., @ 7^; 5 ch. Japan
Tea, 300 lbs., @ 60/.

Paid my note of 5tli inst., favor of Hell Bros. & Day. and interest, in cash. Face of note,

463.50; interest, 13 days, l.oo.

Bought of Miller & Beach, on account, 35 bbls. Pork, @ O.OO; 10 bbls. Lard. 3000 Ib.s.,

Collins & Carpenter prejiaid their note of 13lh inst.. in cash, less iliscount. Face of

note, 500.00; discount ofP, 35 days, 2.08; cash received, 497.93.

Sold James T. Wood, on account. 10 bl.ls. P.>rk. Of' 10.50; 10 bbl.s. Beef, @ 14.00.

Received cash of A. O. Steele, on account, 150.00.

Paid in ca.sli, Scrantom it Co.'s bill for books, stationery, etc., for office use, 15.75.

F'n'])aid my note of 13th inst., favor of Beach & Gould, in cash, less discount. Face of

note, 500.00; discount off, SO days, 6.67: cash paid. 493.33.

Bought of ,1. J). Morg.m. on account, 50 bbls. Flour, (if\ 5.00.
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60 pa. 8.

7B pa. 9.

69 pa. 9.
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CASH.

Commence with Cash, it being the first account in your hahmce sheet following the Proprietor's

(Student's) account. Find the difierence between the Dr. and Cr. footings and extend it to the

Resource column (S7. piK/e (J).

MERCHANDISE

First enter, in the Resource column, the Mdse. on hand—that is the Inventory as shown on

page 38 {37, par/e 0). Make the entry in red ink. Next, to find the gain, add the Inventory, '^Sod.dO.

to the Cr. footing, 3378.75, and from this sum subtract the Dr. footing, 5746.88, and extend the differ-

ence, -101.87, to the Gain column (SU, jmge 6).

EXPENSE.

First enter, in the Resource column, the Expense Inventory, 475.00, given on page 38. {See 37,

paged.) Enter the Inventory in red ink. to distinguish it from the resources shown by the ledger

accounts. Next find the loss on Expense, by deducting the Expense Inventory, 475.00, from the Dr.

footing of Expense account, 071.75, because the safe, when bought, was charged to Expense account,

and is therefore included in the Dr. footing. Extend the difference, 196.75, to the Loss column

(35, page 6).

J. D. MORGAN.

Find the difference between the Cr. and Dr. footing and extend it to the Liability column {3S,

page 6).

A. STEELE

Find the difference lietween tiie Dr. and Ci: footing and extend it to the Resource column

(37, page 6).

. D. HAMMOND, MILLER & BEACH AND E. L & E. B KING

Extend the difference between the Cr. and Dr. footings in each of the above accounts to the

Liability column {38, page 6).

JAMES T. WOOD AND SHERMAN, FRENCH & CO.

Extend the difference between the Dr. and Cr. footings in each of the above accounts to the

Resource column {37, pnge 6).

BILLS PAYABLE.

Find the difference between the Cr. and Dr. footings and extend it to the Liability column

(38, piuic G).

BILLS RECEIVABLE.

Find the difference between the Dr. and Cr. footings and extend it to the Resource column

(57, paqe 6).

INTEREST.

From the Dr. footing. 3.28, the amount allowed to others, subtract the Cr. footing, 2.33, the

amount allowed to us, and extend the difference, .95, to the Loss column {>'>, page C).

DISCOUNT.

From the Cr. footing, 6.07, the amount allowed to us, subtract the Dr. footing, 4.75, the amount

allowed by us, and extend the difference. 1.92, to tbe Gain column (•%', page 6).

Yon may now foot tlie remaining columns of your Balance Sheet, viz: the Resource, Liability,

Loss and Gain columns, after which make a summary of the results, as shown in tlie form of balance

sheet for February, on page 33.

The footings of the columns should be as follows: Gain. 463.79; Loss, 197.10: Resource, 0930.97;

Liability, 2330.00.

Note.—Having completed the l)alance .sheet, you will now clcse the I,cdgcr. As explained in the month of

February (SO, pnge 3.3). to cause the iiroprietor's accmml in Ihe Ledger to show the present wortli, it is only necessary to

close the accounts showing losses and gains. The remaining accounts, those showing resources and liabilities, may

beclosed, however, and to give the pupil practice in the work of a general closing of the Ledger, all of the accounts will

now be closed. As an aid in perfonning this work, a few accounts properly closed, are shown on pages 43 and -id. and

explicit instructions for every step to be taken are given in the following
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GUIDE FOR CLOSING THE LEDGER, MARCH 31, 18-.

Commence witli the first uccoiint in your Ledi^'cr, following the Proprietor's (Student's) aoeonnt,,

wliieli is

CASH.

On tlio sniiiller side of this acconnt—Or. side—enter the difference between the sides. Write, IN

RED IXK, Mitr. .!!. Bnlnnne, &1P,7.'22. Next, rule and foot the" account. Next, transfer the liMlance

below the ruling oil the Or. side. Write, IK isi.ACK ink, Apr. 1, Balance, 2337.22 {see Cash arrount

closed, on j)aqe 42).
MERCHANDISE.

On the Cr. side of this account, enter, first, the inventory. Write, IN rep ink. Mar. 31, Invcn-

torti. 2S30f)ii. Next, on the smaller side of the account—Dr. side—enter the difTerence between the

sides. Write, IN Ri:i) ink, Mar. 31, Loss d- Gain, 4<'i}.S7 (enter, in jiage column, the jiage of Loss

& Gain account). Next, rule and foot the account. Next, transfer the inventory below the ruling on

the Dr. side. Write, in bl.vck ink, .ipr. 1, Inventory, 2330.00. Next, transfer the gain to tlic Cr.

side of the Loss & Gain account. (You have such an account already opened in your Ledger.)

Write, in bl.\ck ink. Mar. 31, Mdsr.. 4t:i.S7. Enter, in tlie ]>age column, the page of Merchandise

account.
EXPENSE.

On the Cr. side of this accounr, enter, first, the inventory. Write, IN RF.n ink, Mar. 31, Tnren-

iory, 473.00. Next, on tiie smaller side of the account— C!r. side—enter the difference between (lie

sides. Write, in RKD ink. Mar. 31, Loss if- Gain (p;ige of Loss &Gaiu account), 196.73. Next, rule

and foot the account. Next, transfer the inventory below the ruling on the Dr. side. Write I v

BL.^CK ink, .ipr. 1, Lnrenfon/. 473. on. Next, transfer the loss to the Dr. side of the Tjoss it Gain

account. Write, in bl.vck ink. Mar. 31. LJ.rprnse (page of Exjieiise account), 193.73.

J. D. MORGAN.

On the smaller side of this account—Dr. si<le—enter the dilTen^nce between the sides. Write, in

RED ink, M.ir. 31, lialanre, 430.00. Rule and foot the account. Next, transfer the balance below

tlie ruling on the Cr. side. \\'ritc, IN BI.ACK INK, Ajtr. 1, llalance, 4-''O.o0.

A. 0. STEELE.

On the smaller side of this account—Cr. side—enter the difference between the sides. Write, IN

RE[) INK, Mar. 31, Balanrr, 432. -^O. Rule and foot the account. Transfer the balance below the

ruling on the Dr. side. Writi'. in blai'K ink, Apr. 1. Ihilanre, 432. .'lO.

Note.—Tbe accounts of D. Ibimniond. .Tames T. Wood, Slierninn. French & Co
, and Miller & ncaoli, ,ire to

be closed in same manner as those of J. I). Morgan and A. f). Steele. Tlie account of E. L. it E. B. King, li.aving

but one item, .need not be closed.

BILLS PAYABLE.

On the siu.-iller side of this account—Dr. side—enter the difference between the sides. Write, in

RED INK, Mar. 31, Balance, (ioo.iio. Rule and foot the account. 'I'r.-insfer the balance below the

ruling on the Cr. side. Write, in r.i.,\cK ink, .(/)/. /. lUihinrc, 300.00.

BILLS RECEIVABLE.

On the smaller side of this account— Cr. side

—

enter the dilTerence between the sides. Write, in

RED ink. Mar. 31, Balance, 350. OO. K'ule and foot the account, and transfer the bal.-ince below the

ruling on the Dr. side. Write, in iu.ack ink, Apr. I, Jialance, 3.^0.00.

INTEREST

On the smaller side of this account—Cr. side—enter tlu; dilTerence between the sides. Write, in

RED INK, Mar. 31, Loss tf; Gain, .91). I!uli' and foot the account ,ind transfer the loss to the Dr. side

of Loss & Gain account. Write, in black ink. Mar. 3,1, /uteres/, .93. Rcini'inber always to enter

the page in the page column, when amounts are transferred to or from some other page in the Ledger.

DISCOUNT,
On the Kui.-dl(T side of this account— Dr. side

—

enter the ditTiTeiu^e between the sides. Write, IN

RKD INK, Mar. 31, Lass i(- Gain, 1.92. Rule and foot the account and transfer the gain to the Cr.

side of the Loss & Gain account. Wrilej.jJl, BLAl.''^ !>«''<, Mar. 31, Pisraant, 1.92.
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LOSS AND GAIN.

On tlie smaller side of tliis •iccmiiit—Dr. side—enter the diifercnce between the sides. Write, in-

red INK, Afar, dl, Shtdoit, MO.OO. Ilulc and foot the accoiuit, and transfer the net gain to the Cr.

side of Student's account. Write, IN black ink. Mar. 31, Loss and Gain, 260.09.

. STUDENT.

On the sinalh'r side of tliis account—Pr. side—enter the difference between the sides. Write, IN

RED INK, 3Inr. 31, Present Worfh, 4610.97. Rule and foot tlie account, aiul transfer the i>resent

wortli below tlie ruling on the Cr. side. Write, in black ink, Apr. 1, Presrtit .Worth, 1,610jn.

Your Ledger is now closed, and the purpose of such closing lias been accomplished, yi/.: Tlie

Proprietor's account has been made to show hi.s present worth, and the resources and liabilities rep-

resenting such present worth are exhibited below the rulings of the various accounts to which they

belong.

In closing the accounts, the equilibrium of the Ledger has not been disturbed, as, in every

instance wiiere an ainonut was entered in an account, either upon the debit or credit side of the

Ledger, the snmo, nnioiiid was immediately transferred to the opposite side of the Ledger, either in

•some other account or below the rulings of the same account, thus kec^ping the Ledger constantly in

balance. A trial l)alance,' to jn-ove that your Ledger is now in balance, should be taken, and if correct

will correspond with the following:

TRIAL BALANCE OF LEDGER BALANCES, APRIL 1. 18—.

RESOURCES (Dr Balances).

Cash, 2337.22

Merchandise, 2830.00

Expense, -' 475.00

A. 0. Steele, 482.50

Jas. T. V/ood, 145.00

Sherman, French & Co., 31L25

Bills Keceivable, 350.00

Total Eesources, C930.t)7

From the preceding eviil.'inatious and o]ierations we <ledure lln' following gcner.Ml in.'itructions for

CLOSING THE LEDGER. •

' ' It \i customary in business, once a year at least, to cause the Proprietor's account in the Ledger

to show its true relation to tlie business; that is, the proprietor's jiresent worth. '" To do this, it is

necessary to close only the accounts which show losses and gains; becau.se in these accounts arc entered

all tlie transactions which nnike tlic ]ir<iprietor worth more or less. The Net Gain or Net Loss found

by closing these accounts is entered in the Proprietor's account, which will then show the true present

worth.
"° The remaining accounts, those showing resources and liabilities, need not be closed for this

purpose, as they simjily show of wlint sncJi- present wortli. consists, and closing them in no way affects

the Proprietor's account. '" They may be closed, however, to mark a period in the business, or for the

purpose of causing each account to exhibit in a single amount, convenient for inspection, its exact net

debit or exact net credit, as the case may be.

"'Any account may be closed at any time, without reference to a general closing of the Ledger.

As, for instance, if the footings become very large and unwieldy, the account may be closed and the

balance carried forward; or, in the case of a jiorsonal account, if an adjustment is had and tlie correct

balance determined, it is desirable to close the account and cany forward the b.ilance agreed ujion at

that time; or, if the space assigned an account becomes filled, the account may be closed and the

balance transferred to a new account.

'"It is not cust(Hnary in business, even at a general closing of the Ledger, to close all of the

personal accounts. Tiic Ledger of a largo business hou.se not iufrc(|uently contains ]H>r.sonal aceiuints

reaching into the thousands, and to clo.se all of tliese would involve ;i grcit. anioiint of miueces.sary

labor. Personal accounts, therefore, are, as a rule, allowed to remain open uulil closed by payment in

the regular course of business.

LIABILITIES

.1. 1). Mcu'uan
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GENERAL RULES FOR CLOSING THE LEDGER.

"'Open an account with Loss and Gain, at the tup of the first hhmk jiage following the last

account in your Ledger, if you have not already opened such an account.

'"To economize time, and to avoid omissions, it is desirable to close the accounts in the order in

which they stand in the Ledger, omitting the Proprietor's account until all the other accounts in the

Ledger have been closed.

ACCOUNTS SHOWING LOSSES AND GAINS HAVING INVENTORIES CLOSED.

'" If an account has a Resource Inventory, enter the amount of it on the credit side of the account,

IN KEI> INK, using fin' explanation Inveniori/. "'If an account has a Lialiility Inventory, enter the

amount of it on the dciiil side of the account, in red ink, using for exjilanation Inventory. '"Next

enter, on the smaller side of the account, in red ink, the difference between the sides, using for

explanation Loss and (lain. "" Next rule up tlie account and enter the footings, carrying the Inven-

tory below the rulings, on the opposite side of the account, in black ink. '"Next ti-ansfer the loss

and g:iin amount to the ojiiHJsite side of Loss and (rain account, in l)lack ink, using for explanation

the title of the account you are closing, as Expense or Merrliandise.

ACCOUNTS SHOWING LOSSES AND GAINS HAVING NO INVENTORIES CLOSED.

"'Enter, on the snudler side, in red ink. Loss and Gain and the ditTcrence between the sides of

tlie account. Unle n|) the account, enter the footings, and transfer the loss and gain amount to the

opposite side of Loss and Gain account, in black ink, using for ex])lanatioii the title of the account you

are closing, as Mdsr. . Reid Estate, etc.

ACCOUNTS SHOWING RESOURCES AND LIABILITIES CLOSED

""Enter, on the .>;MiallcT .'<idc of the ;iccount. in red ink, Itidanee .Mud the ditTcrence between the

sides, h'ule and foot the .-iccount, anil c.-irry the difference below the rulings, on the ojiposite side, in

blaek ink, using for exi)lanation lialanee.

'"LOSS AND GAIN ACCOUNT CLOSED,

Enter on the smaller side of Loss and Gain :ieeount, in red ink, the proprietor's name and the

difference between the sides, which difference will be the Net Gain or Net Loss. Rule and foot the

account, and carry the difference to the ojijiositc side of the proprietor's account, in black ink. using

Loss and Gain for ex|ilanati(m. In ease of a i)artnershi]i, the difference should be divided according

to the terms of the partner.ship contract, ;ind e;iili jiartner's name and share entered se]>arately in the

Loss ;ind Gain account, ;itii! afterward transferred to the opposite side of his individual account.

''THE PROPRIETOR'S ACCOUNT CLOSED.

Enter on the smaller side. Present Worth ;inil the dilTcreneo between the sides, in red ink. Rule

and foot the account, and bring the difference below the rulings on the credit side of the account, in

blaek ink, using Present Wort/i for explanation. In case the debit side of the proprietor's account is

greater, the difference will be entered as Insntvenet/. In e;ise of a iiartnership, each partner's account

should lie closed as descriljcd above. This ciunpleles the c-losing of the Ledger.

QUESTIONS FOR REVIEW.

Pa^e 41.
—""TIow frequently is it custonuiry in business to cause the Proprietor's account to

show its true relation to the business ? "°To do this, what accounts is it necessary to close ?
"' Why

is it not necessary to close all the accounts at this tinu' ?
'" When may all the accounts be closed, and

for what purpose? '" May any account be clo.^ed ;il any time, and if so for -what purpose ?
"" Is it

customary in business to close, at any time, all of the i)ersonal accounts in the Ledger? Page 43.

—

'" What is the first step to take in closing a Ledger ?
"" In what order should the accounts be closed ?

Mf^ico Qj^g j^],^, g(>„p,.;ii rules for closing accounts showing losses and gains and having inventories. ""' For

those showing lo.sses and gains and Inning no inventories. '" For those showing resources and liabili-

ties. ""'For the Loss and Gain account. "' For the Proprietor's account.
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BUYING PRICE LISTS FOR APRIL, MAY, AND JUNE.
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Beuus -

Biidvy,

Corn,

Clover Sl'l'iI,

Flax, .

Millet

Oats,

Peus,

Rye,

Wheal.

Lisi Xo. 1.

a. 00 bu.

.75 bu.

.5(1 bu.

4.00 bu.

1.50 bii.

1.00 bu.

.35 bu.

2.10 bu.

.(10 bu.

1.05 bu.

3.
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NoTK.—Tlie Day Book and .Journ:il will hereafter \tv combined, tbe Listory of (lie transaction being written in

conneclion with the journal entry. In the form shown above, both debils and iredits are entered at the left side of the
page, the right side being reserved for the explanations. The explanations are to be vfritteu about one-third smaller than
the journal entries.
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MEMORANDA OF TRANSACTIONS FOR APRIL

1. (8tudeut) comnieueed business this day, and invested ciisli, oDOO.dO.

2. Bought of V. A\' . Bond, for cash, 100 hu. Wheat; 50 bu. Beans.

" Deposited in College National Bank cash 4000.00 {memorandum; no Journal eiilnj required).

Note.—An account with the Bank is sometimes kept in the Ledger, debiting it for all deposits and crediting it for all

sums drawn out. This plan is not now generally observed in business, but all transactions with the bunk are treated as cash

transactions. When, therefore, money is deposited in the bank, no entry is required crediting cash, the cash so deposited

being considered practically as on hand, because it is not paid out, in the sense of being disposed of, as the bank simply

becomes the custodian of it in place of our safe or drawer. When, however, checks are drawn by as on the bank

ordering payment to be made of the cash so deposited, to other parties, then entries must be made crediting cash, because

the amount in bank (that is, our cash) is reduced to just the extent of the checks so drawn.

3. Sold Clarkson & Co., for cash, 50 bn. Wheat, 20 bu. Beans.

4. Bought of B. D. Lord, on account, 100 bu. Millet, 100 bu. Corn, 100 bu. Flax, -Zm bu. Oats.

5. Sold Ogden & Boyce, on account, 50 bu. Millet, 20 bn. Beans, 50 bu. Flax.

6. Paid Miller & Co.'s bill for office books and stationery, in cash, 35.00.

8. Bought of Smith & Pond, on my note at 15 days, jiayable at College National Bank, 50 \m. ('lover

Seed.

9. Paid B. D. Lord, to apply on aci'ount, by check on College National Bank IdO.dO {rredit Cash).

(A form of bank check tilled out, is given below.)

10. Sold Geo. D. Carter, for cash, 10 bu. Clover Seed, 50 bu. Oats.

" Paid cash for two tons of coal for office use, 9.50.

12. Sold Nathan McDonald, on his note at 15 days, 20 bu. Clover Seed, 50 bu. Oats, 25 bu. Millet.

15. Bought of Brewster & Co. on account, 200 bu. Eye, 100 bu. Barley, 100 bu. Peas, 200 bu. Wheat.

IG. Eeceived cash of Ogden & Boyce, to apjily on account, 100.00.

" Paid Briggs & Son's bill for office safe by check on College National Bank, 300.00.

IS. Bought of W. E. Eoss, on my note at 30 days, with interest, payable at College National Bank,

100 bu. Beans, 200 bu. Corn, 100 bu. Clover Seed.

" Deposited cash in College National Bank, 500.00. (See note above.)

19. Paid B. D. Lord on account, by check on College National Bank, 150.00.

20. Sold E. W. & B. W. McMaster, on their note at 20 days, with interest, 50 lui. Peas, 50 bu.

Clover Seed, 100 bu. Eye.

22. Eeceived cash of Ogden & Boyce on account, 50. 00.

23. Sold Benj. D. Collins, on account, 50 bn. Barley, 20 bu. Flax, 25 bu. Millet, loo bu. Wlieat.

25. (Student) drew cash from the business for his jirivate use, 100.00.

No.^e;^-^ Ctocinnati, 0.,J^^5^A^~^^iss-^

Fourth National Bank,
Of- Cincinnati.

OR Order,

S2i^^^/-£<f''Z^^^^€.£-^;yz^-'^^^^ y^^^^c-^-z.^^ dollars,



No. 1.
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The application of this jiriiiciplo may be applied by a long and somewhat complicated process, in

determining what figures have been transposed. "As a practical test, however, it is chiefly valuable

as a caution, in checking over the work, to look for a transposition of figures.

" Should the foregoing sliort tests fail to disclose the error, it will be necessary to review the

work, "^from the date of the last trial balance, in the following manner: '"Examine carefully each

journal entry, to be certain that the debits and credits are equal, and "then see that tliese debits and

credits have been transferred correctly to the Ledger, "jilacing a check mark in pencil, thus y/, in the

Ledger against each item examined and found to be correctly posted. "If, after thus checking the

work, vou find an amount not checked, you may conclude that the item lias been jiosted twice.

"Merely examiniiiy the posting ivithout checking ivill not answer the ^mrposc ; every item must lie

checked to locate the error.

Remark.—In case it becomes necessary to review and check the posting, and an error is found by this process, but

which is not the amount required to malie the trial balance prove, correct the error thus discovered ; then find the exact

amount still required to make the Ledger balance, and apply the short tests agiin before going on with the examination

of the posting. Continue iu this way until the trial balance proves. ,

CORRECTION OF ERRORS.

The manner of correcting an error depends upon tlie nature of it, and tii>on the book in whieli it

appears. As a rule errors should be corrected by counter (reverse) entries; this should always be

done if the error appears in a book of original entry.

In case of an error consult the teacher for instructions rerrardins; its correction.

MEMORANDA OF TRANSACTIONS FOR MAY.

1. Bought of Oliver & Kennard, 15U bu. Beans, lUO bu. Peas. Paid them on above, by check,

200.00 ; balance on account. ( Credit Cash for the amount of the check.)

2. Received of Ogden & Boyce, their note at 15 days in full of account.

3. Paid rent of store for month of April, in cash, 50.00.

4. Sold J. B. Eddyfield, 100 bu. Peas, 25 bu. Clover Seed, 50 bu. Beans. Received casli, HMt.Ot),

and his note at 30 days, with interest, for balauce.

6. Paid B. D. Lord in full of account, by check.

7. Bought of J. T. & A. IL (Jorslinc, on my note at 00 days, j)ayalile at College National Bank, 100

bu. Clover Seed.

" Sold Benj. D. Collins, on accotxnt, 50 bu. Rye, 25 bu. Clover Seed, 50 bu. Wheat.

8. Paid April gas bill, in cash, 4.25.

10. Paid Oliver & Kennard, on account, by check, 100.00.

" Sold Hojikins & Son, on their note at 45 days, 150 bu. Beans, 50 bu. Peas.

12. Gave Brewster & Co. my note at 30 days, with interest, jiayable at College National Bank, to ajiply

on account, 300.00.

13. Bought of B. D. Lord, on account, 100 bu. Barley, 500 bu. Oats, 300 liu. Wheat.
" Received cash of E. W. & B. W. McMaster, in full lor their note of April 2(lth, and 23 days'

interest. ( Ecmemhcr to coinpvle interest and discount at U',i, on a SGO-day basis.)

15. Benj. D. Collins has returned for credit, by special agreement, 50 bu. Rye sold him Ttii inst., at

the jirice he paid, less 2(j- per bu.

" Deposited cash in College National Bank, 300.00.

IG. Sold A. I). Larkin & Bro., 200 bu. Wheat, 100 Ini. Corn, :500 l)u. Oats. Received cash, 100.00;

lialance on account.

17. Paid Oliver & Kennard, on account, by check, 100.00.

18. Bought of Brewster & Co., on account, 200 bu. Millett, 1(I0 bu. Flax.

19. Gave B. D. Lord my note at 10 days, with interest, payable at College National Bank, in full of

invoice 13th inst.

" Sold Morgan, Jessu]) & Morgan, I(»ii bu. Wheat, 75 bu. Millel, CO bu. Flax. Iveecived cash,

150.00 ; lialaiH'c on account.

2(t. Keccived cash of Ogden & lioycc, in full U>y Ibcir note of '.'nd insl., due In-day.

4»t
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MEMORANDA OF TRANSACTIONS FOR MAY (Continued).

30. Bouglit of Jerome Osgood, on my note at 20 days, with interest, payable at College National Bank,

175 bu. Beans, 200 bu. Peas, 75 bu. Clover Seed.

21. My note of April 18, favor of W. E. Eoss, and 33 days' interest, due to-day, has been paid and
charged to my account at College National Bank.

23. Sold Gordon & Fisher, on their note at 15 days, with interest, 75 bu. Peas, 15 bu. Clover Seed,

55 bu. Beans.

25. Prepaid my note of 7th inst., favor of J. T. & A. II. (jorsline, by check, less discount to maturity.

45 days.

26. Sold Jas. H. Cone, for cash, 18 bu. Peas, 65 Ini. Barley, 35 bu. Millet.

27. Paid rent of store for May, in cash, 50.00.

28. Hopkins & Son prepaid their note of 10th inst., in cash, less discount to maturity, 30 days.
"

Deposited cash in College National Bank, 600.00.

29. Received cash of Morgan, Jessup & Morgan, on account, 100.00.

30. Sold Ogden & Boyce, on account, 70 bu. Flax, 50 bu. Wheat, 200 bu. Oats, 35 bu. Barley, 100

bu. Corn.

31. Paid clerks' salaries in cash, 75.00.

INVENTORIES, MAY 31, 18—.

MERCHANDISE (at cost), 180 bu. Beans, 180 bu. Clover Seed, 50 bu. Wheat, 90 bu. Millet, 107 bu.

J'cas, 75 bu. Rye.

EXPENSE, Office safe, at cost.

After entering the foregoing transactions in your .lournal, you will then post, giving each new
account to be opened ten lines space.

The ca.sh on hand (in safe and in bank) as shown by your cash account, should agree witli the

resuK aiven below, under the price list number corresponding to your own.

Nv. 1. No. :.'. jVo. 3. JVo. 4. No. 5. No. (1. No. 7. No. S. No. '.). No. 10.

4166.39 4061.28 4105.07 4167.65 4178.34 4086.07 4U65.04 4090.00 4185.41 4114.15

After the lasting has been completed make out a Balance Sheet. Your net gain, or net loss,

should agree with the result given below, under the ]irice list numlier corresponding to vour own.

NET GAIN *
^"' ^' ^^•.'•- ^^'"- "'• ^'"-

-t- ^''^- ^- -^"- ''• ^^"- ^- -'^""- •'' '-^'f'- ^'^- NET LO^S ^
"^'''" ^"

(187.34 93.18 26.87 50.10 51.34 23.67 10.20 .81 13.15 \ 13.16

Ne.ft proceed to close the accounts showing losses and gains, for the purpose of causing the j)ro-

prictor's account in the Ledger to exhibit his present worth.

The pupil should have no difficulty in performing this work correctly and understaudingly by the

aid of the following general directions, together with the j)ractice and information previously obtained

in connection with closing the accounts at the end of the months of February and March.

GENERAL DIRECTIONS FOR CLOSING ACCOUNTS SHOWING LOSSES AND GAINS

1st.— Open an account i!i the Ledger with Loss.iUid Gain.

2nd.— Close Merchandise account, by entering first, the Inventory, and then closing the account

into the Loss and Gain account. Remember the instructions regarding red and black ink entries; also

observe carefully the ruling, as shown in the accounts closed on pages 42 and 43.

3rd.— Close Expense account. First, enter the invi'utory belonging to this account, and then

close the account into Loss and Gain.

4th.— Close the Literest account. 5th.— Close the Discount account. 6th.— Close the Loss and

Gain account. 7th.— Close the Proprietor's account.

Note.—The debit and credit sides of your Ledger remain equal after clcsing Ibe above mentioned .accounts, the same

a.s if all the accounts had been closed, since the amount entered to close an aecount was immediately transferred, either

to the opposite side of the account closed, or of .some other aecount. The accounts which remain unclosed sliow only

Resources and Liabilities, the difference between which is the Present Worth, as exhibited by the proprietor's account.
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MEMORANDA OF TRANSACTIONS FOR JUNE.

1. My note of May 19, favor ot B. D. Lord, aud 13 days' interest, due to-day. Las been jiaid and

charged to my account at College Is'ational Bank.

2. Bought of E. G. Steele, 200 bu. TVlieat, 400 bu. Corn. Paid him cash, 150.00, aud gave him my
note at 15 days, with interest, payable at College National Bank, for balance.

3. Paid Brewster & Co., on account, by check, 125.00.

4. Sold Morgan, Jessup & Morgan, on account, 25 bu. C]over Seed, 50 bu. Peas, 75 bn. Beans.

6. Received cash of J. B. Eddy field, in full for his note of May 4, and 33 days' interest.

7. Received casb of Benj. I). Collins in full of account.
" Deposited cash in College National Bank, 400.00.

8. Sold Bigelow & French on their note at 60 days, 100 bu. Beans, 200 bu. Corn.

P. Paid rent of store for month of June, in cash, 50.00.

10. Received cash of Gordon & Fisher in fnll for their note of May 23, and 18 days' interest.

11. Bought of Oliver & Kennard ou account, 500 bu. Barley, 1000 bu. Oats.

12. My note of May 20, favor of Jerome Osgood, and 23 days' interest, due to-day, has been jiaid and

charged to my account at College National Bank.
" Sold G. E. Folsom, on account, 500 bu. Oats, 50 bu. Millet.

'

13. Paid Oliver «& Kennard, cash in full of account to June 1.

14. My note of May 12, favor of Brewster & Co., and 33 days' interest, due to-day, has been paid and

charged to my account at College National Bank.

IG. Bought of Wm. Ellenwood & Son, ou my note at 90 days, payable at College National Bank, 100

bu. Clover Seed.

" (Student) drew cash for private use, 50.00.

17. Received cash of Morgan, Jessup & Morgan, on account, 200.00.

" Deposited cash in College National Bank, 500.00.

18. Bigelow & French prepaid their note of 8th inst., in cash, le.^s 53 days' discount.

19. Paid Brewster & Co., cash on account, 100.00.

20. My note of 2d inst., favor of E. G. Steele, aud 18 days' interest, due to-day. has been paid and

charged to my account at College National Bank.

22. Sold A. G. Briggs, for cash, 75 bu. Oats, 20 bu. Peas, 15 bu. Clover Seed.

23. Received cash of A. D. Larkiu & Bro. on account, 150.00.

24. Bought of 0. D. "Weldou, on my note at 30 days, iiayable at College National Bank, 200 bu. Rye,

100 bu. Pea*.

25. Received of Ogden & Boyce, their note at 60 dajs to apply on account, 200.00.

" Paid Oliver & Kennard, on account, by cheek, 350.00.

28. Paid gas bill in cash, 3.75.

29. Prepaid my note of 10th inst., favor of Wm. Ellenwood & Son, by check, less 80 days' discount.

" Sold Milton M. Green, ou his note at 30 days, 40 bu. Millet, 275 bu. Rye, 200 bu. Corn.

30. Paid clerks' salaries in cash, 75.00.

" Have this day sold out the Grain business for the purpose of engaging in the Wholesale Tea aud

Coffee trade on July 1. {Memoi'andum only.)

INVENTORIES, JUNE 30, 18—.

MERCHANDISE (at cost). 5 bu. Beans, 50U bu. Barley, 240 bu. Clover Seed, 425 bu. Oats, 137 bn.

Peas, 250 bu. Wheat.

EXPENSE. Office safe, at cost.

After you have entered the above in your Journal, you will post and make out a Balance Sheet,

showing the exact condition of the business. Your Net Gain or Net Loss should agree with the result

given below, under the price list number corresponding with your own.

NET CAIN *

-^"^- ^- ^^'>- - -^'"- '^- -^"^ ^- ^'''- ^- NET LOSS i
-"^^^ ^- ''^''- ^- '^^''- ^^- ^^^°- ^- ''''' ^^

NETGAIN.-^ ...^^ 19.84 5.68 17.94 16.32
NET LOSS.

^ _^^ ^^^.^ g_^^ ^^^^ ^^^

Present your Balance Sheet to the teacher for approval, after which close all the accounts iu the

Ledger, full directions for which will be found on page 44. Afkr completing the work of closing the

Lulger, hand your hooks to the teacher, and prejjare for an examination on the jcork ^(^^•^•'•'7 imr.
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QUESTIONS FOR REVIEW.

Page 5.
—'What is Book-keejiiug ? 'The object of it? ' 'How many methods, and what are they?

'What are the principal books used ? "Describe the Day Book. ' When should the record be made in ,

the Day Book? 'Why? "Describe the Journal. '" What is journalizing ? " In how many forms may

journal entries appear, and Avhat are they? '"What must be the condition of the debits and credits in

every journal entry?
""IIow may the Day Book and Journal be combined ? ""'"Describe the Ledger.

"What is an account? "'"'IIiiw many sides has an account, and what called ? ""What is posting?

" How may the terms Debit or Debtor, and Credit or Creditor, by ablireviated ? What other books

than Day Book, Journal, and Ledger are employed in double entry book-keeping ? When employed,

how do they affect the scope of the Day Book and Journal ? "How are the books employed in double

entry classified ? "What is a Principal book? "An Auxiliary book? "'How many kinds of accounts

in double entry? Page G.
— "''"'" Give the general rules for journalizing. """"Into what two general

classes are the three kinds qf accounts divided ? "When does an account exhibit a Loss ? ""When a

Gain ? "AVhen a Eesource "'When a Liability? "Upon which side is the excess when an account

shows a Resource? "When it shows a Loss? "When it shows a Gain? "When it shows a Liability?

"""Give the rule for journalizing the Proprietor's account. "What title is sometimes used in place of

the proprietor's name? Page 8.
—"""Give the rule for Cash. ''''"'What is included, usually, under

this title ?
"* When there is any difierence in this account, which side will always be greater ?

"' Why?
"-""What is the difference, and what does it show? Page 9.—'"^''" Give the rule for Mdse. '"What is

usuallv included under this title? " What excejition to including all goods under the general heading

Mdse."? "-" Give the rule for Bills Receivable. "What is usually included under this title? '"Which

side of the account will always be the greater, when there is any difference, and why? ""'"What is the

difference, and what does it show? " When will the account balance ? " Why ? Page 10. —"""'Give

the rule for Bills Payable. "What is included under this title? """ Whichside of the account will

always be greater, when there is any difference, and why? '"'"What is the difference, and what does

it show? "'"'" When will the account balance, and why? Page 11.
—

"'""'Give the rule for Expense.

""What is usually included under this title? '"What exceptions to including all such items under this

title? ""-'""Give the rule for Interest and Discount. " What is Interest? "'What is Discount? '""To

what other accounts will the rule for Interest and Discount ap])ly ? Page 24.
—'"'From what does

double entry book-keeping take its name? Page 26.—'"'What is a Trial Balance? '»"'"' Why does the

trial balance not prove the work absolutely correct? '""""Explain footing the accounts for taking a

trial balance. Page 27.
—'" When may an account be omitted from tiie trial balance? '"In ruling,

what kind of ink is to be used? Page 30.
—'What does an Inventory generally represent? "What

may it represent ? "What will an inventory show in each case ? 'How i.s an inventory usually taken ?

'What price is generally placed upon the goods? 'In what other way may an inventory be found ?

Page 31.
—"For what purpose is a Balance Sheet made? 'Describe the balance sheet. 'Into which

column is the difference between the Dr. and Cr. footings of Cash extended ? Why ? " Why is the

Mdse. inventory entered in the Resource column ? '"""Explain both methods of finding the gain on

Mdse. account, when there is an inventory. Page 32.
—'"When the Cr. side of a person's account is

larger than the Dr., to which column is the difference extended ? Why ? "When the Dr. footing is

the larger?' "What does the difference in the Bills Payable account show? Why? "In the Bills

Receivable account ? Wliy? "What is the difference between the total gains and total losses called ?

"'"""Give the two ways of finding tlie Present Worth of the proprietor. "'When the liabilities exceed

the resources, what is the difference called ? P:i,ge 41.
—'"'How often, usually, and for what purpose,

are the accounts showing losses and gains closed in the Ledger ? '"When, and for what purpose, are

all of the accounts in the Ledger closed? Page 44.
—'"What new account is to be opened ? "'In

what order are the accounts to be closed ?
'"""'^ '"""Explain closing accounts having resource inven-

tories. """"'"°""° Having liability inventories? '"Accounts blowing gains and lo.sses having no

inventories. ""Accounts showing resources and liabilities. ""How is the Loss and Gain account to be

closed? How in case of a partnership? "'How is the Proprietor's account to be closed? Pages 48-

49.
—"What is the character of the error, generally, when it is an even $1, $10, $100, $1000, etc.?

"How could an error bo made in transferring from the Ledger to the trial balance? 'If an amount has

been omitted in ]M)sting, wluit effect will it have upon the trial balance? '" What if ])osted to the wrong
side of the Ledger? ''"How may the error have been caused, if it is divisible by 9 ? ""'"Explain the

steps to be taken in reviewing the work, when this course is found necessary in order to detect the error.

"°ln examining the posting, why is it necessary to place a check mark in the Ledger?
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DRAFTS.

'A Draft is the written order of one party upon a second, requesting the payment of a sum of

money to a third. "The primary object of the dnift is to obviate tlie risk, inconvenience, and expense

incident to transmitting money from phice to phice. To iUustrate :

EXAMPLE No. 1.

Daniel H. Manning, of Rochester, N. Y., owes 12550 to W. II. Farley, of San Francisco, Cal.,

and Henry D. Morgan, of San Francisco, Cal., owes $2550 to Daniel 11. Manning, of Rochester, N. Y.

Xow it will be readily seen tluit the payment of $2550 by Morgan to Farley, at the request of Manning,

would cancel tlie indebtedness of both parties, and save Morgan the risk and expense of sending that

amount of money from San Francisco to Rochester, to pay his debt to Manning, and likewise save

Manning the risk and exjiense of .sending the same amount from Roeliester to San Francisco, to pay

his debt to Farlev.

To effect a settlement of the indclitedness above deseribi draft is employed as follows :

FOR.U OF DUAFT.

'JJ~S(P. / /r-

V/^i-^-i^^^^-^^ .^X-i-'t^^a^.c I ic^i^I^.^i^-a^i^i^e^A^/S-^-tUa^t^i^u,

-G^.'Qi'f^-.^/k'a^i-t.e'Ciiit^

'a'-t-2-'yi^--f-u7.

After Manning has drawn the draft in the form shown above, he sends it by mail to Farley, who,

upon its receipt, presents it to Morgan for payment; if paid, the indebtedness of both Morgan and

Manning will have been as fully discharged as if the money had been actually sent from San Francisco

to Rochester by Morgan, to pay Planning, and then back again from Rochester to San Francisco by

Manning, to pay Farley.

From the foregoing explanations it will be seen that the primary object of tlie draft is the settle-

ment of indebtedness between persons residing in different places, without the actilal transmission of

monej-, and although drafts may bo drawn in a variety of forms and used in various ways, yet the

principal use of the instrument remains the same, viz.: the jiayuK'nt of debts without the risk, incon-

venience, and expense of sending money. Safety in the payment of the money to the proper person

is assured by having the draft made payable to Farley's order, .so tliat even if it were lost or stolen

before being received by Farley, it would be of no value to the illegal holder, as it would not be paid

without Farley's endorsement.
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THE PARTIES TO A DRAFT.

' The parties to a draft are Drawer, Drawee, and Pa}-ee. ' The party drawing tlie draft is tlie

Drawer. ' The party upon whom the draft is drawn is the Drawee. " The party in whose favor the

draft is drawn is the Payee.

lu the foregoing draft Daniel H. Manning is the Draiver, Henry D. Morgan is the Draivee, and
W. H. Farley is the Payee.

The entries whieli the parties will make in their books of account, in connection with the settle-

ment of their indebtedness by means of the foregoing draft, are given below.

ENTRIES OF THE DRAWER. DRAWEE, AND PAYEE IN THE FOREGOING DRAFT.

(a) Manning's entry when he draws the draft and remits
i
W. 11. Farley, 2.550.00

it to Farley on account. \ To Henry D. Morgan, 2550.00

Maxhtistg (Idiitf Farley because he gets out of Farley's det)t, and lie credits Morgan beccmse

Morgan- gets out of liis debt.

(b) Morgan's entry when the draft is presented and he ] Daniel H. Manning, 2550.00

pays it in cash. _
l"

To Cash,. 2550.00

MoRGAX debits Manning because he gets out of Masning".s debt, and he credits Cash because

it is paid out.

(c) Farley's entry when he presents the draft for payment ( Cash, 2550.00

and receives cash. I To Daniel H. Manning, 2550.00

Farley debits Cash because he receives it, and he credits Manning because Manning gets

out of his debt. -

The pupil will now write the foregoing draft, on foolscap paper, observing carefully the model
form for wording and arrangement. Next study and be prejwred to answer the following

QUESTIONS.

What are the parties to a draft called ? Who is the Drawer of the foregoing draft? Who the

Drawee ? Who the Payee ? What gives Manning the right to draw the draft on Morgan ? Why
does Manning send tlie draft to Farley? Which two of the parties to a draft usually reside in the same
place? When this draft has been paid, what has been accomplished by its use?

EXAMPLE No 2.

W. G. Harding, of Baltimore, Md., owes Arthur Hamilton, of Buffalo, N. Y., ^500, and Frank F.

Wood, of Buffalo, N. Y., owes W. 0. Harding a like amount. The indebtedness_of the two parties is

settled by a sight draft.

The pupil will write the draft called for in the above memorandum, in proper form, at the top

of a .sheet of foolscaj) paper, and below tiie draft write answers to tlie following

QUESTIONS.

Who is the Drawee of the above mentioned draft ? Who the Payee ? Who the Drawer ? Why
.should Wood honor (that is pay) the draft drawn on him by Harding? Give the Drawer's entry and
the reason for- it. The Drawee's entry and the reason. The Payee's entry and the reason. State the

relations of the parties as debtors aiid creditors before the draft was drawn. How were these relations

affected liy the payment-of the draft ?

HOW DRAFTS ARE DRAWN WITH REFERENCE TO TIME.

'Drafts may l)e ilrawn ^yith reference to time in tiiree ways, viz.: "At sight (as in tiie preceding

examples), "a specified number of days after siglit (that is, after acoeptance), or '° a specified number
of days after date. The first are called " " Sight Drafts"; the other two are called '' " Time Drafts."

"Sight Drafts are payable as soon as seen, and "are jirescnted, therefore, for payment. '"'A check
on a bank embodies the essential features of a sight draft.

'"Time drafts are ])ayable at a future time, and "are presented for acceptance. '* "Acceptance,",
when applied to drafts, signifies the written acknoAvledgment of the Drawee, tliat he agrees to tlic
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conditions named in the druft, and tlius by "accepting" it, iiromises to pay tlie draft -when it becomes

due. "This he does by writing across the face of the draft the word "Acceiited," the date, where

liayable, and liis signature. ""The acceptance shonhl properly be made in red ink, to distinguish it

from tlie other writing in the draft, but "this is not absohitcly necessary, and is not always observed

in business. "''It is not necessary to date the acceptance when the draft is drawn at a given number of

days after date, and although it may be done, it does not affect the maturity of the draft. "'If no jilace

of payment is incorporated in the acceptance, the draft, when due, is to be presented at the drawee's

oflfice for payment.

-•It is quite a common practice in business When a Sight Draft is presented, for the drawee, if he keep a bank

account, to accept it payable at his bank, the same as if it were a Time Draft. '"'It is then at once presented at the bank,

paid and charged to his account the same as if a check had been given. This is not an "acceptance '" in tlie full technical

sense, but is rather an order on the bank to pay the draft and charge it to the drawee's account.

EXAMPLE No. 3.

John L. Green, of Hartford, Conn., desires to pay to Morgan & Co., of Boston, Mass., whom he

owes, the sum of 12316.50. To do this he finds it neces.sary to make a draft on King & Chase, of

Boston, wlio owe him at least an emial amount, aiul which is due in tiiirty days, and he therefore

makes the following draft

:

VaUM OV TIME DRAFT, AFTKK ]).\TE.

/jZJ/t^. i/. /
/

a^^^^a^^^.^^^^^^^^--^ -y/^^-<ny ^ (

2^^^.«*2S^^^^ /'.no CT^_

Vc3^.^^fe«/^^-^^^

tU^-T^

After drawing the draft, Green remits it to Morgan & Co., who present it to King & Chase for

acceptance— that is, for their consent to the conditions named in the draft— and this they do by

writing across the face of the draft as shown in the form above. By this iict they issue a written

promise to pay, and the accepted draft becomes to King & Chase, therefore, a Bills Payable. The

draft being returned to Morgan & Co. bearing the written jn-omise to ]iay of another party, becomes in

their hands a Bills Receivable.

The pupil will write the above mentioned draft on cap iiaper in ]ir()]>er form ;is shown in {\w illus-

tration, then study carefully the following entries an.d the explanations given in connection with them.

ENTRIES OF THE PARTIES TO THE FOREGOING DRAFT

{(i) Green's entry when he draws the draft aiul reVnits it \ Morgan & Co., 231(1..50

to Morgan & Co. on account.
'

^ To King & ('hase, 2310.50

Green deMta Morgan & Co. lecanae he gets out ofjhcir dcM, ami lie credits Kixo & Chase

liecau^e tliey (jet out of hix de.it.

{b) King & Chase's entry when the draft is presented to ) John L. Green, 231(1.50

them and they accept it. \ To Bills Payable, 2310.50

King & Chase debit Green because thei/ f/rt out of his debt, and credit Bills Payable because

they have isstied their written promise to pay.

The written acknowledgment and consent to the conditions named in the draft by King & Cha.se, as embodied in

tlieir acceptance, make it as much a Bills Payable to them as if they had given Morgan A: Co. Ilieir note for a like amount.



56 THEORETICAL AND PRACTICAL BOOK-KEEPING.

(r) Morgan & Co. -'sentry when tliey receive the (Inift from ) Bills Eeceivable, 2316. .50

Green and it is accepted by King & Chase. \ To John L. Green, 2316.50

MoRGAX & Co. delii/ Bills Receivable hecause flieij hare rrceired niiotJ/er jxirti/'s writteH j)romise

to pay, and tliey credit Green" lecause he gets out of fhcir debt, liari)tij Inj the draft ordered King
& Chase to 2)0y the money to Morgan & Co. for him.

"° The Payee has no legal claim against the Drawee until the draft has been accepted. "' If the draft

is not paid Ijy the Drawee, the Payee will have the same remedy against the Drawer which he would

have against him as an endorser on a note.

EXAMPLE No. 4.

W. J. Grant, of Kansas City, Mo., owes Rockwell & Co., of New Orleans, La., $1525.50, and

Pratt & McNeeley, of New Orlcan.s, La., owe W. .1. Grant a like amount. This indebtedness is settled

by draft at M) days from date, Dec. 10, ISSO. Draft is accepted payable at the Creole National Bank.

The ])Ui)il will write in ])ro])er form the draft called for in the foregoing memorandum.

EXAMPLE No. 5.

Perry & Jackson, of Baltimore, Md., draw a draft dated Oct. 25, 1880, at ten days' sight, for

$2414.25 on J. Y. Wentworth, Albany, N. Y., favor of Willitson, Burgess & Hait, and remit it to them

on account. The draft is accepted Oct. 31, 18S9, payalilo at Traders Bank.

FORM OF DRAFT, AFTER SIGHT.

Baltimore, j\Id., c^*^^^ iss:

Pj^y to

OR ORDER,

To
No."!^-^

:j^PV"and charge to account ce

The above draft differs from the one under Example No. 3, by "^ being ilrawn ii given number of

days after sight (i. e., after acceptance), instead of after date, "" necessitating the dating of the accept-

ance in order to slniw maturity, as the time for which the draft is drawn begins at the date of the

acceptance. " The entries would be the same as in the other draft.

The pujail will write the above draft, observing the general arrangement of form of draft in Example

No. 3, which is wholly written, accept it, and be prepared to make the entries for the three parties.

EXAMPLE No 6.

Geo. T. Johnson, of Denver, Col,, being indebted to- Morgan & Weeks, of Cleveland, 0., in the

sum of $1000, he pays them by a draft dated Jan, 14, 1890, at 00 days' sight, on Osgood, Tower & Co.,

of Cleveland, 0., who owe him. Tlie draft is accepted Jan. 20, 1890, payable at Buckeye National Bank.

The pupil will write the draft called for in the above memorandum, ami make the entries for all

the parties.

QUESTIONS.

In how many ways may drafts be drawn with reference to time? What are they? What are the

two kinds of drafts called ? State for what purpose each is presented to the Drawee? What is meant

by "Acceptance" as applied to drafts? How is a draft accepted ? Where is the draft to be presented

when due, in case no place of payment is included in the acceptance? What is a common practice in
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business as to tlie maimer of paying siglit drafts ? Name the Drawee, Drawer, and Payee of the draft

in Ex. No. 4. Give its date of maturity. State the relations of the parties as debtors and creditors

previous to tlie drawing of the draft. Give, in writing, the entries whieh each party will make in con-

nection with the draft, and be jirepared to state in each case the reason for such entry. What is

required in a draft drawn after sight that is not required in one drawn after date ? A draft is dated

Dec. 31, 1889, drawn at two months after date; when is it due? A draft is dated Oct. ^0, 1889, ili-awn

at 90 days' sight, and accepted Oct. 31, 1889; when is it due? When does the time on a draft drawn

after si(//it commence to mature? When on one after date?

DRAFTS FOR COLLECTION AND DISCOUNT.

"In addition to their use as a convenient and safe medium of exchange between different places,

drafts are also employed for the purpose of making collections. Such drafts are made payable to the

order of the drawer, or to the order of a bank, and are either discounted at a l)ank or left there for

collection. ^" The use of such drafts is an effectual means of making collections as the drawee is

compelled to pay or suffer the loss of credit incident to a jirotost of his paper; the draft thus may
become, in a measure, a weapon for enforcing tlie payment of debts. " Business men sometimes find

it necessary to draw on a customer in advance of the maturity of his account, in order to obtain cash

for immediate use. This they do by drawing the draft at such number of days as will extend the

payment on it to the time the account is due, and tljen deposit the draft in the bank, or otherwise

dispose of it for cash less the discount

EXAMPLE No. 7.

James D. Martin, of Ti.iledo, 0., draws a draft in favor of himself for $500, dated Nov. 7, 1889,

at 00 days from date, on Armour, Kean & Co., Chicago, 111., and sells it for cash, less 63 days' discount,

tr, Eobt." Dowd & Bro.

" There need necessarily be but two parties to a draft.
^'' The Drawer may make the draft payable

to himself (using "myself,"' "ourselves," or the drawer's name), and it may then be placed in the bank

for collection, or it ina^v be discounted, if the drawer's credit is good.

FOU.M OF DUAFT, TWO PARTIES.

$300^ CToledo, O,, J^ou. 7, 1889.

Bijdy days cufteT date, pay to iJie ordei- of myself,

Five HuyTid-red (^oUars, ualzce Teoevved, and oJiar-ge to tJie

aoGOUbnt of

James @. jVLa-rtin.

Qo JiTmoiii^, Kean tf^ Oo
,

' Chioag-o, III.

The Drawer in this case is also the Payee. " When Martin disposes of tlie draft to Eobt. Dowd &

Bro., he must endorse it. "This lie may do by simply writing his name across the back of the draft,

or "by writing Pni/ Robt. Dowd c(; Bro., or order, and signing his name underneath. '"The first is

called a Blank endorsement ; " the second a Full eyidorsement.

"Drafts, notes, checks, or other commercial jiaper, wiien drawn ]iayable to order, must be endorsed

by the Payee if transferred to other parties.

Assuming that Martin transfers the foregoing draft to Dowd & Bro. l>y a full eiidorsenu'iii, and

that Dowd & Bro., when they i)resent it for payment to Armour, Kean & Co., endorse it in blank, the

endorsements will appear on the back of the draft as shown on the following page:
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ILLUSTRATION OF FULL AXB BLANK ENDORSEMENTS.

(ff) Martin's entry when he dniws the draft and sells it

to Eobt. Dowd & Bro. for cash less the discount.

ENTRIES OF THE PARTIES TO THE FOREGOING DRAFT.

Cash. 404.75

Discount, 5.2.5

To Armour, Kean & Co., 500.00

Martin debits Cash because rn-eired; debits Discount because lie cdlows it to others; credits

Armour, Kean & Co., because tlinj net out of his debt.

tT,\ T\ 1 t T> • t 1 11 1 ii 1 -fi' f )
Bills Eeeeival)lo, 500.00

(b) Dowd & Bro. s entry when they bitv tlie draft ol f m ^ ,' - ^- To Cash, 494. 75

Discount, 5.25
Martin for cash less discount.

i

. Dowd & Bro. debit Bills Ef.ceivable because theij receive the written obli(jatio/i of other parties,

due at a future time ; credit Cash because paid out ; credit Discount because it is alloiced to then.

(c) Armour, Kean & Co.'s entry when the draft is jire- ) James D. Martin, 500.00

sented and they accept it. \ To Bills Tayable, 500.00

Armour, Kean & Co. debit Martin because they get out of his debt ; credit Bills Payable
because they issue their written promise to pay, due at a future time.

(d) Armour, Kean & Co.'s entry when the al)ove accept- ) Bills Payable, 500.00

ance becomes due and they pay it in cash.
)

To Cash, 500.00

Araiour, Kean & Co. detdt Bn.r.s Payable because they redeem their written promise to pay

;

credit Cash because paid out.

When the draft is presented to Armour, Kean & Co. for acceptance, they may prefer to jiay it at

once instead of accepting it, provided the holder will allow them the discount for the time it has to run.

Assuming that tin's is done, the entry would lie as follows:

(e) Armour, Kean & Co.'s entry should they pay the \ James D. Jrartin, 500.00

draft on ])resentation, in cash, less discount, instead of accept- [• To Cash, 494.75
i"g it.

) Discount, 5.25

Armour, Kean & Co. debit Martin because they yet out of his debt ; credit Cash because paid
out; credit Discount because it is allowed to them.

Even if they accept the draft, circumstances may arise which nial<e it desirable for Armour, Kean
& Co. to i)ay the acceptance before maturity, the holder of it allowing them the discdunl for llic lime

it has to run. Their entry in such ease would be:

(/) Armour, Kean & Co.'s entry should they prej.ay their )

^''"'
^';!f

''/!'^''
''"'"'""

^,
acceptance as al.ovc, in cash, less 45 days' discount.

(

'''
'

'""^

; Discount, 3.75

Armour, Kean & Co. debit Bills Payablk because ihey have redeemed their written promise
to pay; credit (Iasii because paid out ; credit Discount because it is allowed to tliein.
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EXAMPLE No. 8.

Parker & Chase buy of Charles D. Steele, for cash, less (>3 days' discount, his draft dated at

Pittsburg, Pa., Dec. 30, 1SS9, drawn in his own favor at GO days' sight on Ales. Gardner & Co., New
York, for $890.40.

QUESTIONS.

In the draft under Example No. 7, who is the Drawer? Who the Drawee? Who the Payee?

Under what circumstances may there be but two original parties to a draft? What is required to be

done by the Payee of a note, check, or draft w-hich is drawn payable to his order, in case he desires to

dispose of it ? What are the two common forms of endorsement called ? Describe both. Write the

draft required in the memoran<lum under Example No. 8. Tiie Payee transfers it by a full endorse-

ment to the parties who buy it of him. Make the endorsement. Assume that Parker & Chase transfer

the draft by a full endorsement to 0. W. Latimer, who endorses it in blank when it is jiaid at maturity.

Make the other endorsements. The draft is accepted Jan. 2, 1890, payable at Broadway National Bank.

Write tlie acceptance. Show date of maturity. Make Steele's entry wlien he sells the draft to Parker &
Chase. Make Parker & Chase's entry when they buy it. Make Gardner & Co.'s entry when they accept

it. Make Gardner & Co.'s entry, assuming tliat they paid the draft when it was presented, less 03 days'

discount, instead of accepting it. Make Gardner & Co.'s entry assuming that they accepted the draft

and subsequently paid the acceptance 40 days before it was due.

SPECIAL INSTRUCTIONS FOR JOURNALIZING DRAFTS.

DRAWER'S ENTRIES.

"When he draws a draft and remits it to the Payee, to apply j Payee,

on account, he makes i

"When he draws a draft and disposes of it, less discount, ) Cash,

receiving cash for the proceeds. > Discount,

DRAWEE'S ENTRIES.

'When he accepts a draft drawn on him on account.

' When he pays a sight draft on him, in cash.

I
Drawer,

} Drawer,

" When he prepays a time draft, in cash, less discount, instead i Drawer,

of accepting it. _

^

'"' When he ])ays his acceptance at maturity, in cash.

PAYEE'S ENTRIES.

To Drawee.

To Drawee.

To Bills Payable.

To Cash.

To Discount,

" Cash.

( Bills Payable,

\

'

To Cash.

" When he receives a time draft from Drawer, to apply on [ Bills Receivable,

account. . I To Drawer.

'When the Drawee jirepays the draft in cash, less discount, ) Cash,

instead of accei)ting it.

) Casli

) Discounr.

To Drawer.

" When he buys the draft of the Drawer, instead of receiving ) Bills Receivable,

it on account, I he Drawer allowing hini the discount. } To Cash,

" Discount.

GENERAL RULE FOR JOURNALIZING DRAFTS DRAWN ON ACCOUNT.

"Delnt till- jicrsoii irhn di-aws a draft oii i/nii. • Credit the person on irhom, you driiir

a di'ii/t.
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OTHER APPLICATIONS OF THE DRAFT PRINCIPLE.

BANK DRAFTS.

"What are termed "Bauk Drafts'" constitute a large proportion of tlie business transacted through

this medium of exchange. "Nearly all banks keep money deposited with one or more of the banks

located at some one of the commercial centers of the country, as New York, Boston, Cliieago, San

Francisco, New Orleans, etc., '"against which they draw drafts to sell to their customers for "remit-

tance to creditors, '"these drafts passing current as cash "in the section of country tributary to the

commercial center where the bank is located upon which the draft is drawn. To illustrate:

Erastus W. Hooker, of Buffalo, N. Y., owes Lockwood, Bailey & Co., of Bridgeport, Conn., |!9G..38,

which he desires to pay. Stepping into the National Exchange Bank, near his place of business, and

handing to the proper officer cash for the required amount, as stated above, plus the bank's charge for

the accommodation, which is called ' Exchange,'" he a.«ks for a draft on New York, jiayable to the order

of himself. This draft will, when given him, conform in all essential particulars to the following:

FORM OF BAXK DRAFT.

^flgotiiTOjl-

PMilOjUifLWR^MQ^

Y^-i^^^Jy
Giafifee

The above form for check and draft, witli number and amount iu figures at the rigbt side, has been recommended

by the Kational Bankers Association, and is being quite generally adopted. The jirincipal advantage claimed for it is,

that when in a file, or package, all the particulars requiretl for entering in the- bank or other books, can be obtained

without taking the paper out of the file. It is also claimed that there is less liability of errors in the amounts when they

come near together.

Hooper has now lu his possession, in a convenient form for transmission by mail, a substitute for

money which can be readily used by Messrs. Lockwood, Bailey & Co., in Bridgejiort, and which, will

be as acceptable to them as th» money itself. Endorsing the draft in full to Lockwood, Bailey & Co.

(see 38 and 41, page 57, for explanation of a full endorsement), he encloses it to them in a letter, and

upon its receipt they may deposit it iu the bank where they keep their account, or they may send it in

like manner to another party to pay a debt they owe, or use it for other commercial pttrposes.

To insure safety in the payment of a draft or check to the proper person, banks require, in case the person presenting

the paper for payment is unknown to them, that he be identified— that is, that some person who is known to them shall

vouch for him as being the jierson he claims to be. This custom-adds greatly to the safety of this method of making

remittances.

The pupil will study carefully the above form, also tlie following entries, and the explanations to

them.

ENTRIES OF THE PARTIE.S TO THE FOREGOING BAXK DRAFT.

Cash, 9G.(i3

To First Na'tl Bank, N. Y., 00.38

Exchange, .24

lite Buffalo Bank debits Cash hecauKe it is received; credits First JJ.vtional Bank /o/- the

draft dratvii on it ; credits Exchange because it has been allowed to the batik.

(a) The Buffalo bank's entry when it draws the draft

and sells it for cash, charging ^^ exchange.
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,,,„,, , , , , T X., , -.J Lock wood, Bailey c^ Co., 06. 3h
(o) Hookers ciitrv wlu'ii Ik' Iiuvs tlic ilrait aiul remits f ,t , ,.

,

T 1 n I-. , ". ^
'

> Lxcliaiifre, .^4
it to Lockwood, Jiailev & Co., on account. \ ,„ V-, ' , ,,./,,

; io Cash, 90.63

Hooker debits Lockvvood, B.vILEY & Co. because he (jels out of their debt ; debits Exchange
because it is allowed by him ; credits Cash because hejiarts with cash.

(c) Lockwood, Bailey & Co.'s entry when they receive ) Casli, 'JO. 1)8

the draft from Hooker to ajiply on account.
)

To Erastus AV. Jlooker, 90.38

Lockwood, Bailey & Co. debit Cash because it is received ; credit IIookkk tiecause he (jets oat of

their dctit.

, ,-. rM, -»T 1^ , 1 1 . , 1 , ,, 1 . ) National Lxehaniic,
((/) llie New York bank s entry when it navs the dratt f ,, ... , ,,„ „

-,,.,,,, ™ ,,,." , } Buiialo, 90. 3b
drawn on it by the Buiialo bank, m cash. I ,i, ^,' , „ . .,„'

! To Cash, 9i).SS

The New ^'^)l;K Bank debits ttie Buffalo Bank /o/- ttie draft paid on its account; credits

Cash because jjaid out.

EXAMPLE No. 9,

Henry W. Brown, of Syracuse, N. Y., who is a dejjositor in the Salt City Bank, and who has funds

there to his credit, desiring to make a cash purchase of Sherman & Co., of Newark, N. J., amounting

to $34.25, buys a New York draft at the above-mentioned bank, and pays for tlie same by check. The

hank charges 15'/ exchange. Brown endorses the draft in full to Sherman & Co., and they endorse it

in blank and deposit it in their bank. The check and draft are both dated May 22, 1889.

The jjiiiiil will write uj) in jiroper form, lirst, the cheek mentioned above. (For form of check see

page 47.) Li the check in place of the Payee's name write "N. Y. draft 34-[-„V 'ind exch. 15f'-," and

omit the word "order" or "bearer."' This exjjlaius what the check was given for, and it also furnishes

to the bank clerk convenient information for making out thc'draft.

Next write the draft referred to above, and show the endorsements on the back of it. Then make

the entries of all the parties for the above transactions, and be prejiared to answer the following

QUESTIONS.

What is a Bank Draft ? What gives one bank the right to draw a draft on another ? How are

these drafts treated liy the parties receiving them ? Where arc they so treated ? Why are tliey so

treated ? How should a draft be endorsed when it is transmitted by mail ? AVhy? How endorsed

when deposited in Iiank ? Li the draft mentioned in Ex. 9, who is the Drawer? Who the Drawee?

Who the Payee ? Who the Endorser ? Who the Endorsee ?

ORDERS PAYABLE IN MONEY AND PAYABLE IN GOODS.

""There is jiractically no difference Ijetween an Order, payable in money, and a sight draft, "except

that, usually, all of the ])arties to an order reside in the same place, while in the draft the Drawer, as

a rule, resides in one place and the Drawee and Payee in another.

FOK-M OF ORDER PAYABLE IN MONEY.

*25,VV,
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wliicli they sustain to each other are also identical with the parties to a draft. Bartlett owes Coleman

and Coleman owes Bearer. On receiving the order from Coleman, Bearer will present it to Bartl.ett for

payment, and, if \nikl, the indebtedness of the parties will lie canceled, or so much of it as is covered

by the order.

yoRU OF OKDKK I'AYABLE JX
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Oct. 10. Accepted, payable at College Xational Bank, Oliver & Co.'s draft on me, favor Amos W.

Clark, dated Oct. 4, at thirty days from date, for 500.00.

Write (he draft, including the acceptance ; show the date of maturity and make tin: proper entries in

the accounts.

Oct. 20. Drew a draft on Morgan & Co. in favor of myself for 2000.00 ; and had it discounted at

College Xational Bank, and received credit, less 93 days' discount.

Write the draft, endorse it in blank and make the proper entries in the accounts, treating the proceeds

to your credit in. bank as cash.

Oct. 25. Eeceived of Wm. Groves &, Son, to apply on account, their draft in my favor for 800.00,

dated Oct. 20, at ten days' sight, on Geo. W. Andrews, of this city. Andrews accepted the draft

to-day, jjayable at Traders B&nk.

Write the draft, including the acceptance; show date of maturity and make the proper entries.

Oct. 31. Accepted, payable at College National Bank, Henry L. Brooks' draft for 900.00, on me,

drawn in favor of Charles Boyd & Co., and endorsed by them to Stephen D. Hoag, by full endorsement;

draft dated Oct. 26, at sixty days' sight.

Write the draft, inchiding the acceptance and the endorsement ; shoir d(de of maturity and make the

fropier entries in the accounts. -

Nov. 12. My acceptance of Oct. 10. due to-day at College National Bank, has been paid by the

bank and charged to my account.

Make the projjer entries, remembering tliat pinymeiits made for you by the bank you are to treat

as cash. •

Nov. 15. Prepaid a draft drawn on me by Parker Bros., St. Louis, Mo., dated Nov. 12, at CO days'

sight, in favor of Owen Fry & Co., 500.00, by check on College National Bank, less 6.3 dars' discount.

Write the draft and make the proper entries.

Nov. 20. Received of .Tno. 1). Gordon, to apply on account, a sight ^Iraft tor 5t)().00, dated Nov.

10, and drawn by Lapham & Mead, of Boston, Mass., on the Uartwell ilfg. Co., of this city, favor of

Gordon, and transferred by him to me by full endorsement.

Write the draft, including the endorsement, and make the proper entries.

Nov. 25. Prepaid my acceiitance of Oct. 31, by check on College Xational Bank, less the discount

for the time it has yet to run.

Make the prop)ei' entries.

After completing the work as outlined above, present your papers to the teacher for approval, and

be prepared to answer any of the questions on the subject of Drafts given under the iireceding exercises,

preparatory to commencing the work of the -nest set embraced iu the months of July and August.

QUESTIONS FOR REVIEW.

Page 53.—' What is a draft? " The object of it ? ' What are the parties to a draft called ? ' Which

is the Drawer? 'Which the Drawee? "Which the Payee? Page 5-1.—'In how many ways are drafts

drawn with reference to time? '"'"What are they? ""'"What are they called ? "For what are sight

drafts i)resented? ''When are they payable? Page 55.
—"For what are time drafts presented? '"When

are they payable? '"What is meant by " aecejjtance?" '"How is it done? "'" When is it unnecessary

to date the acceptance ? " Where is a draft payable if no place of payment is mentioned iu the accept-

ance? """ How are sight drafts sometimes paid by ])usiness men who keep a bank account? Page 57.

—

"Is it necessary that there be three persons mentioned in a draft? ''Explain why? "What is a Blank

endorsement? Page 58.
—"A Full endorsement? "When is it necessary to endorse commercial paper?

Page 59.
—""" Give the special instructions for journalizing drafts. Page CO.

—"'"Give the general rule

for journalizing drafts drawn on account. """Define Bank draft, and state how it is used. Page CI.

—

ao-61
^y]j.,(; ig (;ijy difference between an order payable in money and a sight draft ? "' How do the rela-

tions of the parties to an order compare with those of the jjarties to a draft?
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BUYING PRICE LISTS FOR JULYAND AUGUST.

DESCRIPTION.

Tea.

Jiipan, - _ _ _

.

Oolong,

Young Ilysuii,

English Breakfast,

.

Coffee.

Eio,

.

Java,

Mocha,

Maracaibo,

.

QUANTITY.

75 Ih. lllf. Ch.,

50 '• " "

7(1 " " >-

m •

75

15(1

]:.'5

Bag,....

Mat, . . .

.

Balt.,__..

Bag, ....

No. 1.

25'/ lb.

45'/ lb.

•?,-iU lb.

30'/ lb.

Vi\_f lb.

20'/ 11).

25'/ lb.

IGf^- lb.

30

50

33^

32

1G|

25

30

15

27

45

30

28

15

20

25

14

4.

25

40

28

25

124

18

22

124^

20

45

25

24

14

25

28

IG)

20

50

30

28

IGil

20

25

15

28

55

33i

30

15

25

30

18

30

50

35

32

13

20

25

1G|

27

45

30

27

\U

18

22

15

10.

30

40

33J,

32

15

20

SELLING PRICE LISTS FOR JULY AND AUGUST.

DESCRIPTION.

Tea.

Japan,

Oolong,

Young Hyson, ,

English Breakfast,

.

Coffee.

Rio,

-

Java,

Mocha, ...

Maracaibo,

QUANTITY.

.75 lb. Hlf. Ch.,

50 (C a c(

i( (C (e

CO '•' " "

125

75

150

125

Bag,

Mat,

Bale,

Ba

M. 1.

30'/ lb.

50'/ 11).

40'/ lb.

37^'/ lb.

15'/ lb.

25^' lb.

30'/ lb.

20i# 11).

33i
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MEMORANDA OF TRANSACTIONS FOR JULY. y
1. Commenced the "Wholesale Tea and L'oti'eo business this day, with the following Res^fttces and

Liabilities :

Eesources. {See Remark 1.)

On deposit in College National Bank {xee Remark 2) 3500.00

Store and Lot Xo. 66 West ISth St., valued at {see Remark S) 5000.00

Belford Bros. & Co., Danvillo, owe on acct - - 500.00

Geo. H. Collins, Geneva, owes on acct 680.50

Perkins & Swift, Branchport, owe on acct .) ^
-- 816.88

Chas. L. Welch, City, owes on acct ^J'.^^iA'. --- 450.00

Liabilities.

Colburu & Dodge, Geneva, due them on acct 1500.00

G. B. Meech & Son, Danville, due them on acct 1675.25

Remabk 1. When the proprietor commences business with both resources and liabilities, there are two forms for

making the Journal entry;

1. Debit the resources and credit the proprietor for their sum; credit the liabilities and debit the proprietorfor their

mm. Or,

2. Debit the resmirces, credit the liabilities, and credit the proprietorfor tJte difference beticeen the sum of the resources and

the sum of tlte liabilities. This difference is ttie Net IirvESTitENT. ( Use the first form. See illustration on page 64.)

REStAKK 3. Treat the Bank account as Cash, as in the months of April, 3Iay, and June. {See note on page 47.)

Rkmakk 3. Seal Estate is the Ledger title usually employed in journalizing transactions relating to Houses and

Lands. The same rules apply as in the case of Mdse. (See 66 to 74, page 9.)

2. Bought of Lobeck, Durfee & Co., 169 Eeade St.. Xew York, on account at 60 days, the following

invoice of goods received this day by Commercial Fast Freight Line: 20 lif. ch., 1000 lbs..

Oolong Tea; 20 hf. ch., 1400 lbs.,' Y.H. Tea; 30 hf. oh., 2250 lbs., Japan Tea; 10 hf. ch., GOO

lbs., English Breakfast Tea; 50 mats, 3750 lbs., Java Coffee; 10 bags, 1250 lbs., ^laracaibo

Coffee; 10 bales, 1500 lbs., Mocha Coffee; 15 bags, 1875 lbs., Eio Coffee.

Obtain from the teacher the number of the Price List which you are to use in this set, and then prepare a Price List

Bheet as instructed in note on page 45.

JIake the extensions of the above items mentally as much as possible, using aliquots where convenient to do so.

Employ, of course, the prices given in your buying list.

3. Sold Geo. H. Collins, Geneva, on account at 15 days, 5 hf. ch., 375 lbs., Japan Tea; 5 hf. ch., 350

lbs., Y. H. Tea; 10 mats, 750 lbs., Java Coffee; 5 bags, 625 lbs., Rio Coffee.

" Drew a sight draft on Belford Bros. & Co., and remitted same to G. B. Meech & Soji, to apply on

account, 500.00. {See JfS, 2ia(je 59.)

Write up, in proper form, on foolscap paper, the draft called for above, after which make the entry for the transac-

tion in your Journal. "R'rite up. in like manner, all of the drafts where directed to do so, and after completing the

work of the month, present your books together with the drafts, to the teacher for approval.

5. Received cash of Chas. L. Welch, to apply on account, 200.00.

6. Accepted, payable at C. X. Bank, Colburn & Dodge's draft, dated July 3, at ten days' sight, favor

X. A. Perkins, 356.80. ( Write the draft, including acceptance. See J,5, imge 59.)

" Paid Walker & Co.'s bill for office books, furnished July 1st, in cash, 35.00.

8. Sold Geo. W. Carter, City, for cash, 2 hf. ch., 100 lbs. Oolong Tea; 1 hf. ch., 70 lbs., Y. 11. Tea;

2 bales, 300 lbs. Mocha Coffee.

" Deposited cash in C. X. Bank, 200.00. {Memorandum only. See note on ])age 4~-)

9. Received of Perkins & Swift, to apply on account, their draft, 300.00. dated July 5, at 00 days from

date, on Scoville, Parks & Howard, this city, in my favor, which the drawees have this day

accepted, payable at Traders Bank. ( Write the draft, including acceptance. See ^9, page 59.

)

10. Bought of Manchester Safe Co., a safe for office, 250.00. Paid for same by check on C. X. Bank.

" Drew a draft, at 30 days from date, on Geo. H. Collins, favor of Colburn & Dodge, for 680.50, and

remitted it to tl;em ( Collnirn (.t Dodge) to apply on account, less 33 days" discount.

5«
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued.)

10. Sold Belford Bros. & Co., ou account at 30 days, 10 hf. ch., 700 ibs., Y. H. Tea; 10 lif. eh., 750

lbs., Japan Tea; 20 mats, 1500 lbs., Java Coffee; 5 bags, 625 lbs., Maracaibo Coffee.

" Paid G. B. Meech & Son's sight draft on me, dated July 8, iu favor of Tower & Burke, by check

on C. K Bank, 250.00.

12. Bought of Freeman & Guilford, City, on account at 30 days, 20 hf. cli., 1400 lbs., Y. H. Tea;

10 hf. oh., 600 lbs., E. B. Tea; 10 bales, 1500 lbs.. Mocha Coffee; 10 bags, 1250 lbs., Maracaibo

Coffee.

13. Accepted, payable at C. N. Bank, Lobeck, Durfee & Co.'s draft, 475.50, dated July 10, at 45 days'

sight, in favor of themselves, and transferred by full endorsement to Wm. B. Eaton. ( Wriie the

draft, including acceptance and endorsewent.)

" Paid Dewey & Carpenter's bill for office furniture, by check on C. N. Bank, 200.00.

15. Sold Hammond &; Boyd, Oooperstown, 5 hf. ch., 250 lbs.. Oolong Tea; 10 hf. ch., 750 lbs., Japan

Tea; 10 mats, 750 lbs., Java Coffee. Eeceived cash for one-half the invoice; balance on account,

30 days.

In every computation, if the fraction be onebalt cent or more, add another cent; if less than one-half cent, drop

the fraction.

" Drew from the business for private use, 100.00, by cheek on C. N. Bank.

16. Drew a draft at 30 days from date, ou Belford Bros. & Co., in favor of myself, for the amount of

the invoice sold them on the 10th inst. Discounted the draft at C. N. Bank and received credit

for same, less 33 days' discount. (Write the draft, including endorsement.)

17. Prepaid Lobeck, Durfee & Co.'s draft, 500.00, dated July loth, at 45 days' sight, favor of McNeil

& Darby, less 48 days' discount, by check on C. N. Bank.

8. Sold Perkins & Swift, on account at 10 days, 10 hf cf., 700 lbs., Y. H. Tea; 5 bags, 625 lbs., Rio

Coffee; 10 mats, 750 lbs., Java Coffee.

Received of Geo. H. Collins, in full payment of his invoice of July 3, a draft drawn by the Farmers

Bank of Geneva, H. B. Smith, Cashier, on the Ninth National Bank of New York, in his favor,

and transferred by him to me by full endorsement.
(
Write the draft, including endorsement.

See form of bank draft on jjage 60.)

19. My acceptance of 6th inst., due to-day, has been paid by C. N. Bank and charged to my account.

" Deposited in C. N. Bank the draft ou New York, received on the 18th inst.

20. Scoville, Parks & Howard prepaid their acceptance of 9th inst. in cash, less discount to maturity, 48

days.

" Bought of Lobeck, Durfee & Co., 169 Reade St., New York, on account at 60 days, the following

invoice of goods, received this day by Commercial Fast Freight Line: 40 mats, 3000 lbs., Java

Coffee; 20 bags, 2500 lbs., Rio Coffee; 10 bales, 1500 lbs.. Mocha Colfee; 10 lif. ch., 600 lbs., E.

B. Tea; 20 hf. ch., 1500 lbs., Japan Tea.

22. Received of Perkins & Swift, for credit, their draft, 516.88, in my favor, dated July 12th, at 60

days from date, on Freeman & Guilford, this city. Passed the draft to Freeman & Guilford to

apply on account, less 33 days' discount.

Remark.—Thirty days of the time on this draft are offset by the time on F. <fc G.'s invoice of .July 13.

" Deposited cash in College National Bank, 500.00.

23. Sold Belford Bros. & Co., on account at 30 days, 10 mats, 750 lbs., Java Coffee; 5 bales, 750 lbs..

Mocha Coffee; 5 hf. ch., 375 lbs., Japan Tea.

25. Prepaid my acceptance of the 13th inst., favor of Wm. B. Eaton, by check on C. N. Bank, less

discount, 36 days.

26. Received of Chas. L. Welch, cash to apply on account. loO.OO.

27. Sold Geo. H. Collins, on account at 30-days, 5 lif. cli., 300 His., E. B. Tea; 5 bags, 625 lbs., Ric

Coffee; 10 mats, 750 lbs., Java Coffee.



15 bags, 1875 lbs., Maracaibo Coffee.

23 bales, 3450 lbs., Mocha CofEee.

20 bags. 2500 lbs. , Rio CofEee.
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued).

29. Drew a sight draft on Perkins & Swift for invoice of July 18th, in favor of mj'self, and dejiositcd

same in C. X. Bank, receiving credit, less bank's charges for collection, ^^. ( Open an account

with ^'Collection and Exchange.'"

)

" Paid Commercial Fast Freight Line Co.'s bill of freight charges for the mouth, in cash, 11.05.

{Debit 3fdse.)

30. Accepted, payable at C. X. Bank, Colburn & Dodge's draft, 300.00, dated Jxilj 26th at 10 days'

sight, in favor of F. H. Green.

Deposited cash in College Xational Bank, 100.00.

31. Received of Hammond & Boyd, for amount due on invoice sold them July 15th their draft dated

July 27th, at 15 days' sight, in our favor, on D. B. Goldfield, of this city, which the drawee

has this day accepted, payable at Merchants Bank.

" The valuation placed upon the Store and Lot, the 1st inst., being 500.00 too high, have made an

entry correcting the same.

" Paid Employes' salaries for the month, in cash, 125.00.

INVENTORIES, JULY 31, 18-.

MERCHANDISE.

20 mats, 1500 lbs., Java Coffee. 25 hf. ch., 1500 lbs., English Breakfast Tea.

20 hf. ch., 1500 lbs., Japan Tea.

13 hf. ch., 050 lbs.. Oolong Tea.

14 hf. ch., 980 lbs., Young Hyson Tea.

EXPENSE.—Office Safe, 250.00; Office Books, 35.00; Office Furniture, 200.00; total, 485.00.

REAL ESTATE.—Store and Lot, 4500.00.

You will now post. Give Cash 25 lines, Mdse. 20 lines, Bills Payable 10 lines. Bills Receivable 10

lines, Discount 12 lines, and to all other accounts 8 lines space each. After comjjletimj the posting

make out a Balance Sheet, and close the uccmints shozcing losses and gains, preparatory to admitting a

partner on Aug. 1.

If your work is correct, the net gain shown by your Balance Sheet, will agree with the result given

below under the number of the list corresponding to your own.

( Xo. 1. No. 2. No. 3. No. A. So. 5. Xo. 6. Xo. 7. Xo. 8. Xo. 9. Xo. 10.

) 510.83 422.29 442.84 415.37 414.55 481.30 355.95 496.16 264.42 37L26

After completing the work as instructed above, present your books and the drafts called for in the ,

text, to the teacher for approval.

MEMORANDA OF TRANSACTIONS FOR AUGUST.

1. Geo. W. Bigelow has this day been admitted as an equal partner, the firm name to be "Student"

& Bigelow.

" Geo. W. Bigelow invests a note made by Alfred L. Decker, in his favor, secured by the endorse-

ment of W. W. Osgood, dated August 1, 18—, at 20 days, with interest, and transferred by the

payee to the new firm by a full endorsement, 3000.00. ( Write this note, including the endorse-

ment.) Bigelow also invests cash for the balance required to make his investment equal to Stu-

dent's present worth.

Remark.—In a business conducted by a partnership, an account is usually opened in tlie Ledger with each partner,

in which lie is credited with his share of the investment, and also with his share of the gains, or is debited with his share

of the losses.

A "Stock" account is sometimes opened in a partnership business, instead of an account with each partner, which

is credited with the combined investment of the partners, and at stated periods is credited with the entire net gain of the

business, or debited with the net loss. In such case a " Stock Ledger" is kept by the partners, upoa which each ha$ <^
account showing his interest in the business. In this set the first plan will be followed.
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MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued).

1. Transferred Student's credit in C. X. Bank tn credit of •• Student '" & Bigeluw; also deposited cash.

4000.00. (Memorandum only.)

2. Sold Perkins & Swift, on account at 15 days, 5 lif. cli., 300 lbs., E. B. Tea; 10 hf. eh., 750 lbs.,

Japan Tea; 10 mats, 750 lbs., Java Coffee; 5 bags, 625 lbs., Maraeaibo Coffee; 10 bales, 1500
lbs., Mocha Coffee.

3. Prepaid Lobeck, Durfee & Co.'s draft on us, dated August 2, at 30 days' sight, favor Edmund J.

Olney, by check on C. N. Bank, less 33 days' discount, for balance due them on invoice of July 2.

" Took out policies of Insurance with North American Insurance Company, A. R. Cooley, Agent,
3000.00 on building and 5000.00 on stock. Paid premium by check on C. X. Bank, 120.00.

5. Accepted, payable at C. X. Bank, G. B. Meech & Son's draft, favor Pond & O'Dell, dated July 29,

at 15 days' sight, 300.00.

" Received cash of Chas. L. Welch, in full of account.

6. Sold Hammond & Boyd, on account at 30 days, 10 hf. ch., 600 lbs., E. B. Tea; 10 hf. ch., 500 lbs..

Oolong Tea; 10 hf. ch.. 700 lbs., Y. H. Tea; 15 bags, 1875 lbs., Rio Coffee; 5 bales, 750 lbs.,

Mocha Coffee.

" Deposited cash in College Xational Bank, 750.00.

8. Bought at C. X^. Bank, by check, a draft on Xinth Xational Bank, Xew York, 166.44, at i^
exchange, and remitted same to Colburu & Dodge, to balance account.

9. Accepted, payable at C. X. Bank, Lobeck, Durfee & Co.'s draft on ns, favor Hart & Long, dated

August 8, at 40 days' sight, in full of invoice of July 20.

10. Bought of DeVean & Hallock, 27 Washington St., Xew York, on account, one-half subject to

draft in 15 days, balance in 30 days, the following invoice of goods received this day by Com-
mercial Fast Freight Line: 40 hf. ch., 3000 lbs., Japan Tea; 50 hf. ch., 3500 lbs., Y. H. Tea;

20 bags, 2500 lbs., Maraeaibo Coffee; 10 bags, 1250 lbs., Rio Coffee; 10 hf. ch., 500 lbs.. Oolong
Tea; 40 mats, 3000 Uis., Java Coffee; 20 bales, 3000 lbs., Mocha Coffee.

12. Acceptance of 30th ult., in favor of F. H. Green, due to-dav. has been paid and charged in at C. N.

Bank.

13. Sold Selden R. Conway, of Burlington, on account at 60 davs, 2U hf. ch., 1400 lbs., Y. H. Tea,

20 mats, 1500 lbs., Java Coffee.
"

•

15. Gave Freeman, Guilford & Co., our check on C. N. Bank, to balance account.

17. Received of Perkins & Swift, to pay invoice of August 2, their draft on Yates & Potter, of this

city, in our favor, dated August 15, at 60 days' sight, for 500.00, which the drawees have this

day accepted; also their sight draft, in our favor, on the :\Ielville Mfg. Co., this city, which has

been paid in cash, for the balance of the invoice and for 63 days' discount on the draft on Yates
& Potter.

18. Received cash for D. B. Goldfield's acceptance of July 31, due to-day.

" Deposited cash in College National Bank, 500.00.

20. Sold Geo. H. Collins, on account at 30 days, 10 hf. ch., 750 lbs., Japan Tea; 5 hf. ch., 250 lbs..

Oolong Tea; 20 mats, 1500 lbs., Java Coffee.

21. Drew a sight draft on Belford, Bros. & Co., for amount of invoice sold them July 23, and remitted

same to G. B. Meech & Son, on account.

23. Hammond & Boyd having failed in business, have compromised with their creditors at fifty cents

on a dollar. Received from them cash, on this basis, for invoice of August 6, and closed their

account.

This entry may be made by debiting Cash and Loss & Gain, and crediting Hammond & Boyd in the Journal tor the

full amount of their indebtedness.

A belter way, however, is to make an entry in the Journal only for the amount of cash received, post it immediately

and close their account at once into Loss and Gain.
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26,

MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued).

Received cash uf Alfred L. Decker, in full for his note invested by Bigelow Aug. 1, due to-day,

with interest, and deposited the cash so received in 0. N. Bank.

Drew a sight draft on Geo. H. Collins, favor of ourselves, for amount of the invoice sold him
July 27, and deposited same in C. N. Bank to our credit, less collection, i^.

27. Paid DeVean & Hallock's sight draft on us, favor of themselves, for one-half of invoice of 10th

inst., by check on C. N. Bank.

29. Sold McLean & Potter, of Oakland, on account at 30 days, 10 mats, 750 lbs., Java Coffee; 15 bags,

1875 lbs., Eio Coffee; 8 hf. ch., 400 lbs., Oolong Tea; 10 hf. ch., 600 lbs., E. B. Tea.

30. Drew a draft on Selden R. Conway, favor of ourselves, at 45 days from date, for invoice sold him

13th inst. Deposited the draft in C. N. Bank, to our credit, less 48 days' discount.

31. Paid Employes' salaries for the month, in cash, 150.00.

" Deposited cash in College Xational Bank, 500.00.

" Student has this day sold out to his partner, and will engage in the Carpet business on Sept. 1.

40 hf. ch., 3000 lbs., Japan Tea.

34 hf. ch., 2380 lbs., Y. H. Tea.

INVENTORIES, AUG. 31, 18-.

MERCHANDISE.

30 bags, 3750 lbs., Maracaibo Coffee.

28 bales, 4200 lbs., Mocha Coffee.

EXPENSE. Safe, Office Books and Office Furniture, valued at \0fo less than cost, 436.50; Insurance

—

unearned premium, 110.00. Total, 546.50.

REAL ESTATE. Store and Lot, 4500.00.

You will now post, make out a Balance Sheet, and close the Ledger. Arrange the Summary of

your Balance Sheet as shown in the form given below.

SUMMARY.



SEPTEMBER AND OCTOBER.

'The work embraced in tliis set is designed, j)rinciii;illy, to illustrate the use of the Cafih Book and
Bill Book.

'The business opens with two partners, and is conducted as a partnership through the mouth of

September, wlien the partnership is dissolved, one of the partners retiring and tlie other continuing the

business. 'A sjiecial feature of the partnership agreement is that one of the partners is allowed a

salary by the firm, on account of extra services to be performed.

'The Casli Book is kept in this set as a principal book; that is, all cash entries are made in the

Cash Book and posted directly from that book to tlie Ledger without being carried to the Journal (see

illustration on j^ugcs 76 and 77). 'Whenever cash is received, the amount is entered on the left, or

debit side, of the Cash Book, with the title of the account to be credited in posting, and an appropriate

explanation. * Whenever cash is paid out the amount is entered on the right, or credit, side of the Cash
Book, with the title of the account to be debited in posting, and an appropriate explanation. 'The
difference between the sides of the Cash Book should exhibit, at any time, the cash on hand. 'In

business it is customary to prove the cash every day; that is, to ascertain whether the cash on hand
agrees with the balance as shown by the Cash Book.

" The Bill Book is kept in this set as an auxiliary book; that is, the particulars regarding the Bills

Payable and Bills Receivable which are issued and received, are recorded here, but the entries are not

posted from this book to the Ledger, but from the Journal, in which- they also appear.

'"The Bill Book, illustrated on page 75, is arranged for both notes and drafts; "the Drawer of a

draft and the Endorser of a note sustain substantially the same relation to the paper ; both are therefore

entered in one column. '"Tiie same is true also of the Drawee of a draft and tlie Maker of a note.

'"Three days of grace are always to be added in giving the maturity of paper. "As soon as an

entry has been made in the Journal for a Bills I'ayable issued, or Bills Receivable received, another

entry should be made at once in tlie Bill Book. '"When a bill has been paid, or disposed of in any

manner, the fact should be noted in the proper column in the Bill Book.

70
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BUYING PRICE LISTS FOR SEPTEMBER AND OCTOBER.

11

Axminster

Body Brussels-

Ingi'ain

Lining

Linoleum

Moqnette

Matting, Cocoa.

Oil Cloth

Tapestry Brussels.

Velvet

Wilton

List So. 1.



72 TIIEORKTICAL AND PRACTICAL IJOOK-KEKPING.

MEMORANDA OF TRANSACTIONS FOR SEPTEMBER.

1. Student and Wm. T. Howard have this day formed a co-partnership, under the firm name of

Student & Co., for the purpose of conducting a Carpet business. The partners are to invest

equal amounts, and share equally in gains and losses. In consideration of extra services, Student

is to be paid by the firm a salary of one hundred dollars ]ier month. [Make a memorandum of

the above in your Journal.)

" Student and Wm. T. Howard have each paid in 1500.00, cash, the amount to be invested as

stipulated in the co-partnership articles this day executed. {Make these entries on the left side

of the Cash Book, which debits cash and credits Student and Wm. T. Howard. See pages 76

and 77.)

Note to Student.— In opening your Cash Book, leave tlie first page blank and commence on the second page, so

that the receipts and disbursements will appear ou opposite pages.

2. Bought of Howe & Rogers, Xew York, on "'c, 500 yds. Moqnette; 500 yds. Body Brussels; 1000

yds. Ingrain; 1000 yds. Matting; 2000 yds. Lining. (J.)

3. Sold II. \\. Smith, on "jc, 200 yds. Body Brussels; 100 yd,s. iloquette; 400 yds. Lining. (/.)

4. Paid Howe & Rogers cash, to apply on "jc, 500.00. (Make this entry on the riipit side of the Cash

Book, which credits Cash and debits Howe £ Rogers. See Cash Book on pages 76 and 77.)

5. Bought of Jas. Reed & Co., Boston, on o/c, 500 yds. Tapestry Brussels; 400 yds. Axminster; 300

yds. Wilton; 500 yds. Oil Cloth; 500 yds. Linoleum. (./.)

6. Received cash of H. W. Smith, on "/c, 200.00. {Make this entry on the left side of the Cash Book.)

8. Sold Geo. R. Strong, on "Ic, 200 yds. Tapestry Brussels; 100 yds. Axminster; 100 yds. AVilton;

200 yds. Oil Cloth. {J.)

9. Received of II. W. Smith, ou "je., his note at 10 days, payable at Traders Bank, 200.00. (,/. and

Bill Book. See form of Bill Book on page 75; also, 9-1't on page 70.)

10. Paid Scrantom & Co. "s bill for Office Books, in cash, 25.00. {Make the entry on the right side of

the Cash Book, ivhich credits Cash and debits Expense.)

11. Gave Howe & Rogers our note at 20 davs, payable at our office, to apply on "/c, 500.00. (,/. and

B. B.)

12. Received cash of Geo. R. Strong, on % 200.00. {C. B.)

13. Sold Perry & Powers, on "/c, 100 yds. Moqnette; 200 yds. Matting; 100 yds. Tapestry Brussels;

100 yds. Linoleum. (,/.)

15. Paid Jas. Reed & Co. cash, on "/c, 200.00. {C. B.)

16. Sold Wm. Graves, on his note at 10 days, payable at Farmers Bank, with interest, 100 yds.

Axminster; 100 yds. Body Brussels; 100 yds. Tapestry Brussels. (./. and B. B.)

17. Wm. T. Howard drew cash from the business for private use, 50.00. {C. B.)

18. Sold for cash, 100 yds. Matting; 50 yds. Oil Cloth. {Make entry on left side of the Cash Book,

which debits Cash and credits Merchandise.)

19. Accepted Ja.s. Reed & Co.'s (Boston) draft on us, favor O. I). Harris, at 3 days' sight, payable at

our office, to apply ou % 1200.00. {J. and B. B.)

20. Received cash of Geo. R. Strong, on »/c, 100.00.

" Sold Gardner & Son 100 yds. Tapestry Brussels; 300 yds. Matting; 200 yds. Linoleum. Received

cash, T5.00. Balance on «(. {Debit Gardner d- Son with the full amount of the inroicc in the

Journal and credit them in the Cash Book for the amount paid.)

22. Received cash of II. W. Smith, for his note of 9th inst., due to-day, 200.00. (C. B. Mark
the note j)aid in B. B.)

33. Bought of Howe & Rogers, on "jc, 400 yds. Body Brussels; 300 yds. Moqnette; 200 yds. Velvet;

300 yds. Wilton; 200 yds. Axminster."

24. Paid casli for Coal, for use in store, 15.00.

24. Sold Geo. R. Strong, on % 300 yds. lugraiu; 200 yd.i. Moquette; 100 yds. Wilton.
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MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continued).

25. Paid our Mcceptance of 19tli iiist., favor 0. D. Harris, due to-day, in cash. (C. B.)

26. Received of Perry & Powers, their note at 60 days, indorsed by. Henry, T. French, payable at

Fourth Xatioiial Bank, in full for invoice of the 13th inst.

27. Paid Howe & Eogers cash, ou % 500.00.

" Sold H. TV. Smith, 400 yds. Moquette; 200 yds. Body Bnrssels; 200 yds. Linoleum. Received

cash, 400.00. Balance on "fc.

29. Received cash of Wni. Graves, for his note of 16th inst., due to-day, and 13 days' interest on

the same.

30. Gave Jas. Reed & Co. our note at 15 days, with interest, payable at our office, to apply on «/e, 300.00.

" Paid Student his salary for extra services for the month in cash, 100.00. {Debit Exjiense.)

INVENTORIES, SEPTEMBER 30, 18-.

Resource.

400 yds. Axminster, 400 yds. M-atting,

400
"" Body Brussels, 250

'"
Oil Cloth,

700 " Ingrain, 200 " Velvet,

1600 " Lining, 400 " Wilton.

MERCHANDISE

/

Liability.

EXPENSE.—Rent unpaid for month of September, 100.00.

You will now balance your Cash Book {see Cash Book illustrations on ixiges 76 and 77) and post.

Post from the Journal, as heretofore, entering the explanations in the Ledger accounts, using for

explanation the opposite title in the Journal entry when there is but one, and the expression " Sundries"

when there is more than one, as illustrated on jiages 76 and 77. Check the posting in the Journal and

Cash Book, by using the Ledger page. Give Merchandise, Bills Receivable, and Bills Payable, each

one-half of a page space; all other accounts, one-fourth of a page each.

In posting from the Cash Book, credit all items ou the left side to the various accounts to which

they belong, and debit Cash .account with the footing of these items. To illustrate: Credit Student,

credit Wm. T. Howard, credit H. W. Smith, and so on until all of the items on the left side of the

Cash Book have been credited; then debit Cash account with the footing of all these items. Kext debit

all items on the right side of the Cash Book, and credit Cash with the footing of these items. To
illustrate: Debit Howe & Rogers, debit Expense, debit Jas. Reed & Co., and so on until all the items

on this side have been debited; then credit Cash account with the total of these items. As will readily

be seen, the equality of the sides of the Ledger is thus preserved. Tlie entries should be posted from

the Journal and Cash Book in the order of the dates, to have them appear in the proj^er order in the

Ledger.

After completing the postiuff, make a bakmce sheet and close the accotinfs shdwing losses and gains.

Your net gain should agree witli the result given below, under the price list number corresponding to

your own.

(
iVo. JT. No. 3. No. S. No. 4. No. 5. No. C. No.?. No. S. No. 9. No. 10.

GAIN.
1 218.69 64.5.66 63L73 573.18 821.01 450.32 515.33 908.04 79L70 338.16"

MEMORANDA OF TRANSACTIONS FOR OCTOBER.

1. Purchased of Wm.'T. Howard, his interest in the business as shown by his present worth. Gave

him in full payment my note at 2 mos., indorsed by C. N. Benton.

2. Sold Samuel Beach, on his note at 10 days, with interest, payable at Merchants' Bank, 200 yds.

Body Brussels ; 100 yds. Axminster ; 100 yds. V^elvet ; 500 yds. Lining.

3. Received cash of II. ^\'. Smith, on «(•, 300.00.

\6>1)
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MEMORANDA OF TRANSACTIONS FOR OCTOBER (Continued).

Paid note, farur Ho-n-e & Jvogers, due to-day, in cash.

" Bought of Jas. Reed & (^o., 400 yds. Tapestry; 300 yds. Moquette ; 400 yds. Linoleum. Paid

cash on above, 300.00. Bahmce on ^fc.

Credit Jas. Reed & Co. in Journal for full amount, and debit them in Cash Book for the cash paid

6. Gave Howe & Rogers, my note at 45 days, to apply on <^jc, 500.00.

7. Sold H. W. Smith, on % 100 yds. Moquette ; 300 yds. Ingrain ; 500 yds. Lining.

^^yo. Perry & Powers prepaid their note of 26th ult., in cash, less discount to maturity, 51 days.

Note.—On the left side, of the Cash Book credit Bills Receivable, which debits Cash, and on the right side of the

Cash Book debit Discount, which credits Ca.sb; this leaves the net debit to Cash the difference between the two amounts,

the same as though made in the ordinary .Journal entry form.

9. Received of Geo. R. Strong, his note at 60 days, payable at City Bank, in full of "l^.

y^ Took out a Policy of Insurance on Stock, 2500.00. Paid premium on same, in cash, 50.00.

^K>. Received cash of Gardner & Son, on "-Ic, 200.00.

11. Sold Perry & Powers, on % 200 yds. Tapestry Brussels ; 100 yds. Axminster ; 200 yds. Wilton
;

150 yds" Oil Cloth.

14. Bought of Clark, Medford & Co., Philadelphia, on «'c, 300 yds. Velvet; 600 yds. Body Brussels.

-—15. Received cash of Samuel Beach, for his note and interest, due to-day.

yi%. Paid Howe & Rogers, cash, on of, 800.00.

17. Received of H. W. Smith, his note at 10 days', payable at Traders Bank, to apply on (^c, 300.00.

.16; Paid my note, favor Jas. Reed & Co., due to-day, and interest on same, in cash.

Paid rent of store for September and October, in cash, 200.00.

'

20. Accepted Jas. Reed & Co.'s draft at 3 days' sight, favor 0. D. Harris, to apply on % 500.00.

21. Sold Richmond & Bro., on fc, 300 yds. Body Brussels ; 200 yd.<. Ingrain ; 200 yds. Matting.

^-^. Received cash of Gardner & Son, on
«f}-,

100.00.

N 24. Geo. R. Strong jjrepaid his note of 9th inst., in cash, los.< discount.

Sold for cash 100 yds. Body Brussels.

25. Bought of Jas. Reed & Co., on °jc, 200 yds. Axminster; 500 yds. Tapestry Brussels.

^^6. Paid acceptance, favor 0. D. Harris, due to-day, in cash.

A 28. Received of Richmond & Bro. (Springville), to apply on "jc, their draft in my favor, at 30 days'^ sight, on Chas. T. Webber, which he has accepted, payable at Corning & Co.'s Bank, 300.00.

29. Sold Ganlner & Son, on o/c, 150 yds. Velvet ; 100 yds. Wilton ; 50 yds. Matting.

^.-^ Paid Clark, Medford & Co., cash on "t, 600.00.

^^0. Prepaid my note 6th inst., favor Howe & Rogers, in cash, less discount.

y,^""^ Received cash of H. ^\'. Smith, for his note, due to-day.

^-31. Paid Employes' salaries in cash, 100.00.

" Store and contents were last night entirely destroyed by fire. Received cash from the Insurance

Co., for the full amount of insurance on stock, 2500.00. (Credit Mdse.)

You will now balance your Cash Book, and post as instructed on page 73.

After completing the iwntimj make a balance sheet and close the Ledger. Your net gain, or net

loss, should agree with the restilt given below, under the price list number corresponding to your own.

^
'( 12.94 83.37 150.39 159.17 87.67 | 162.53 71.96 213.32 146.62 361.26

After completing the work of closing the Ledger hand your books to the teacher for approval.

/,
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NOVEMBER AND DECEMBER.

' The design of this set is to illustrate the keeping of a Sales Book and Check Book, in addition to

the books employed in the previous set, and also to give the pupil practice in writing a variety of

papers and forms required in business transactions.

"The Sales Book is kept as a princijial book, all sales of Merchandise being entered only in tins

book. 'In posting from the Sales Book, each person whose name appears in it is debited with the

amount of his invoice, and ' at the end of the month. Merchandise account is credited with the total

sales for the month.

°In the Check Book all transactions with the bank are recorded. 'Entries are also made iu the

Cash Book for these transactions, as heretofore.

'Two forms for keeping the Check Book are illustrated in this set. 'In the first form the

deposits are entered on the left hand page of the stub, and the checks on the right hand page. The

footings of the pages are carried forward to the end of the week or month, or until such time as the

Pass Book is written up by the bank, when the balance is proved and the true balance carried forward.

' In the second form all of the entries are made on the right hand page of the stub, the deposits as they

are made being added to, and the checks as they are drawn being subtracted from, the previous balance

in bank. " Each of the above forms possesses certain advantages over the other, " but for an extensive

business in which a large number of checks are drawn and frequent deposits made, the first form is

preferred. '" In this set the first form is recommended.

In addition to making the enti'ies for the transactions in the books, all of the business papers,

such as invoices, letters, telegrams, notes, checks, deposit tickets, drafts, receipts, orders, etc., are to

be written by the pupil, as he comes to them in the memoranda, and before making the entries in the

books. Specimens of these forms will be found on the last pages of the text-book.

Note to the Teacher.— In addition to writing the business papers and forms as outlined above, the practice

work of this set may be rendered more interesting and valuable by employing imitation money and actually performing

the business called for in the memoranda, more or less in detail as time and circumstances will permit.

To accomplish this it is only necessary that the teacher, or some one selected to act for him, represent the other par-

ties to the transactions, receiving the money, papers, etc., which are presented by the pupils.

The pupil should be required to write all of the papers, those belonging to other parties as well as his own. It is

desirable that the papers be written and handed in for each transaction as it is reached in the work, but this requirement

may, of course, be varied to suit the convenience of the teacher.

In case the teacher receives the papers, etc., and his time is limited, it will relieve him materially to have the pupil

not only write all papers for other parties, but affix their signatures as well, where signatures are required. That the

pupil may not get a wrong impression regarding this act, it should be explained to him that he does it simply to relieve

the teacher of this particular work, and that he could not, of course, affix such signatures if the transactions were real

and the papers boTia fide.

No books need be kept representing the other parties, unless it is so desired, the teacher simply receiving the money,
papers and other documents, and examining them with reference to accuracy, correctness of form, penmanship, neatness,

etc., making such criticisms and suggestions as may be needed.

The directions given in connection with the memoranda are based upon the practice work suggested above being

carried out. The extent to which this shall be done or the manner of doing it may be regulated entirely by the teacher.

If it be desired to work the set by theory only, the same as in preceding sets, so much of the instructions given iu

connection with the memoranda as relate to transacting the business will of course be disregarded.

(78)
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BUYING PRICE LISTS FOR NOVEMBER AND DECEMBER.

19

Adz Eye Hammers,
Blacksmiths' Drills,

Babbit Metal,...
Barn Door Hangers,
Cut Nails, 8d., 100 lb. keg.

Cast Steel Axes,
Carpet Stretchers,

Copying Presses,

Grindstones,

Hand Saws, 26 in.,

Ice Cream Freezers,

Jack Planes,

Knives and Porks,

Mortise Locks,
Porcelain Knobs,
Plain Galv'd Coal Hods,..
Eatchet Braces,

Eail Eoad Picks, 8 lb.,...

Strap Hinges, 8 in.,

Steelyards,

Try Squares, 8 in. ,

Universal ClothesWringers
Wrought Wrenches,
Washers,

-J
in.,

No. 1.

4.75 doz.

5.00 each
.12^ lb.

2.00 pr.

.03i lb.

10.00 doz.

3.25 doz.

4.50 each
1.50 each

15.00 doz.

4.00 each
5.00 doz.

4.00 doz.

2.25 doz.

.75 doz.

10.00 doz.

8.75 doz.

6.50 doz.

3.00 " pr.

6.50 doz.

3.50 doz.

4.00 each
11.50 doz.

.06 lb.

4.60

5.00

.12

1.90

.03

9.00

2.10
4.00

1.40

14.00

3.75

5.00

4.00

2.10

.75

9.50

8.50

6.25

2.90

6.40

3.25

4.25

11.25

.05

S.

4.55

5.25

.12^
1.75

.03*
9.25

2.00

3.90
1.50

13.50

3.60
4.90

3.80

2.00

.70

10.00

8.10

6.20

2.75

6.35

3.00

4.00

10.00

.04i

4.65

4.90

.11

1.80

.03^

9.00

2.05

3.95

1.40

14.35

3.50

4.85

3.90

2.05

.75

10.25

8.50

6.25

3.00

6.40

3.25

4.10

10.50

.05i

5.

4.50

5.00

.12

1.90

.04

9.50

3.50
4.00

1.35

14.00

3.60

4.75

3.75

2.00

.65

9.75

8.25

6.00

2.75

6.30

3.00
4.00

10.00

.05

6.

4.60

4.90

.lU
1.75

.03*
9.00

2.25

4.25

1.45

13.25

3.75

4.80
3.90

2.05

.70

10.00

8.50

6.25

2.90

6.40

3.50

4.25

10.25

.051

4.55

4.95

.12+

3.00

.03J
9.25

2.00
3.90

1.50

13.50

4.00

4.00

3.85

2.10

.75

9.50

8.75

6.20

3.00

6.35

3.25

4.10

10.75

.06

8.

4.75

4.90

.12

1.80

.031
9.50

2.20

3.95

1.40

14.00

3.60

5.00

4.00

2.25

.70

9.25

8.50

6.50

2.75

6.50

3.50

4.50

11.00

.06i

9.

4.60

5.00

.11

1.75

.03

10.00
2.25

4.00
1.45

14.50

3.75

4.95

3.75

2.10

.75

9.75

8.25

6.20

3.80

6.40

3.00
4.35

11.35

.05i

10.

4.50

5.35

.\\\
1.90

.04

9.35

2.10

3.90

1.35

15.00
3.50

4.80

3.90

2.05

.70

9.50

8.50

6.50

2.90

6.45

3.25

4.50
11.00

.06

SELLING PRICE LISTS FOR NOVEMBER AND DECEMBER.

Adz Eye Hammers,
Blacksmiths' Drills,

Babbit Metal,

Barn Door Hangers,
Cut Nails, 8d., 100 lb. keg,

Cast Steel Axes,
Carpet Stretchers,

Copying Presses

Grindstones,

Hand Saws, 26 in.,

Ice Cream Freezers,

Jack Planes,

Knives and Forks,
Mortise Locks,
Porcelain Knobs,
Plain Galv'd Coal Hods,..
Eatchet Braces,

Eail Eoad Picks, 8 lb.,

Strap Hinges, 8 in.,

Steelyards,

Try Squares, 8 in.,

Universal ClothesWringers
Wrought Wrenches,
Washers, \ in.,

No. 1.



80 THEOEETICAL AND PRACTICAL BOOK-KEEPING.

MEMORANDA OF TRANSACTIONS FOR NOVEMBER.

1. Student and Geo. D. Whitney have this day formed a co-partnership, under the firm name of

Student & Co., and have leased of H. N. Smith the store No. 1466 Main Street, at 1200.00 per

year, rent payable monthly in advance, for the purpose of carrying on the Hardware business.

Articles of co-partnership made and executed this day provide as follows : The capital of the firm

shall be 10000.00, of which amount each partner shall invest one-half. Each partner shall

devote his entire time to the business. Neither partner shall engage in other business. Neither

partner shall endorse or become surety for others. Neither partner shall withdraw from the

business to exceed in amount his share of the profits for the year. The gains and losses of the

business shall be shared equally.

Note.—A lease, and articles of co-partnership, maybe drawn up by the pupil at the discretion of the teacher.

For general form of Lease and Articles of Co-partnership, see Commercial Law.

The firm's resources and liabilities are as follows

:

RESOURCES.

Cash paid in, - 4000. 00

Geo. B. Gordon, City, on account, 1600.00

Carter & Weeks, Plainfield, on account, 2500. 00

A. G. Steele & Co., City, on account, 954.50

Se well & Clark, Greenville, on account, _ lOoO. 75

Wm. Peet, City, on account, 800.00

French & French, Oakland, on account, .375. 25

The Grover Mfg. Co., North Bend, on account, 1625.60

LIABILITIES.

Swift, Ennis & Co., City, on account, 918.75

A. B. Smith, Centralia, on account, 411.51

Wells & Gardner, City, on account, _ 575. 84

D. B. Pond & Bro., Chicago, on account, 1000.00

Enter the above in Journal and Cash Book. Make the entry in the Journal according to the second form explained

in Remark 1 on page 65.

Eeeelve cash from the teacher for the amount of the cash investment.

Ton may, in this set, post the transactions at the end of each day's business; Id opening personal accounts, give

the place of residence; the State will be added by the pupil. The initials of the book from which the

entry is posted are to be used in the Ledger instead of a complete explanation. Thus, if the entry comes from
the Sales Book, enter in the explanation column, S. B. ; if from the Cash Book, C. B. ; and if from the Journal,

J. This plan will materially shorten the work of posting, and generally meet all requirements.

Give Merchandise, Expense, Interest and Discount, Collection and Exchange, Bills Rec. and Bills Pay. each one-

half page space, and all other accounts each one-fourtb of a page space.

J Open an account at Flour City Bank, and deposit cash, 2000.00. ( Ck. B.

)

Write a deposit ticket (see form, page 88). Enter the deposit on left side of stub in the Ck. B. (see form, page

87).

Take the money, deposit ticket and your pass book to the bank (or teacher) and receive credit.

^ Buy of Hemingway & Seldcn, City, on account, 60 da., 2^ 10 da., 20 doz. C. S. Axes; 1000 lbs.

" B. Metal ; 4 doz. Hand Saws ; 5 doz. W. Wrenches ; 10 I. C. Freezers ; 6 doz. Steelyards ; 20

doz. Pore. Knobs ; 20 doz. Knives and Forks; 10 U. C. Wringers; 200 lbs. Washers; 10 doz.

Adz Eye Hammers. ( /.

)

Make an invoice of above and submit it to the teacher for approval. After making the entry, fold and file the

invoice for reference and as a voucher. The items need not necessarily be entered in the Journal : simply

write in connection with the journal entry for explanation, " Invoice No. 1, Nov. 1, 189-." The terms of the

Invoice are 60 days ; if paid within 10 days, 2% discount on the amount of the invoice will be allowed.

~\J Pay H. N. Smith one month's rent of store, in advance, by check ( C. B. and Ck. B. ).

Write the check (see check book, page 87), and deliver it; also write a receipt, which you will properly lile and
preserve as a voucher.
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THEOREl'ICAL AND PRACTICAL BOOK-KEEPING.

MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued).

Sell E. Langworthy, Marcellus, on acet., 10 days, 3 doz. W. Wrenches; 3 doz. A. E. Hammers;
4 I. C. Freezers ; 2 doz. p. S. Axes ; 200 Ibs.'B. Metal ( S. B. ).

Make entry in Sales Book (see form of S. B. page 8S), aud write and deliver the invoice.

2. Sell Barber & Swift, Georgetown, on acet., 10 days, 1 doz. Hand Saws ; 5 doz. Knives and Forks

;

5 doz. Pore. Knobs ; 1 doz. Steelyti-ds ; 100 lbs. B. iletal ; 4 U. C. Wringers. ^ (h

Proceed in same manner as with sale to E. Langworthy, 1st inst. It is not thought necessary to give directions foi

performing the practice work when the transaction is siniilar to those previously explained.

Sell L. B. Mason, City, on acet., 10 days, 2 doz. A. E. Hammers; 2 doz. C. S. Axes; 3 I. C.

Freezers ; 50 lbs. Washers.

Buy of Briggs & Son, Otfice Safe, and pay for same by check on F. C. Bank, 325.00 (C. B. d-

Ch. B.).

After making the proper entries (open OfiBce Fixtures acet. ) deliver the check, and file the receipted bill of B. &
Son as a voucher.

[\ Order by telegraph of Pratt, Conway & Mills, Pittsburg, 200 kegs 8d. Cut Nails, to be shipped

immediately by fast freight
(
Memorandum ).

,

Write the telegram and hand it in. Limit the number of words in the message to ten, exclusive of address and

signature.

yfC Give Wells & Gardner check to apply on account, 375.84 (C. B. dc Ck. B.)

Draw the check and hand it in. Take a receipt, and file as a voucher.

Eeceive of Wm. Peet, his check on Traders Bank to apply on account, 300.00 (C B.)

Write the check and give a receipt.

Deposit in F. C. Bank 500.00 in currency, and Wm. Peet's check [CI: B.)

Make the deposit ticket, giving the items; also enter the items on the stub of Ck. B. (see form page 87).

3. Eeceive by Commercial Freight Line from Hart, Bliven & Meed, 494 and 496 Broadway, Nefl

York, goods as per invoice dated Xov. 1, 189-. Terms, 90 days, 2^ 30 days, 3<^ 10 days, 35 doz.

Carpet Stretchers ; 15 doz. Jack Planes ; 10 doz. R. K. Picks ; 10 doz. Try Squares ; 25 doz.

Mortise Locks ; 15 Cojiying Presses ; 5 doz. Ratchet Braces ; 10 pr. B. D. Hangers ; 5 doz.

P. G. Coal Hods. (J.)

See Instructions under bill bought of Hemingway & Selden, 1st inst.

Sell French & French, Oakland, on acet., 10 days, 2 pr. B. D. Hangers : 5 Copying Presses; 2

doz. Jack Planes ; 5 doz. Mortise Locks ; 2 doz. R. R. Picks ; 3 doz. Try Squares ; 200 lbs. B.

Metal.

Pay Dran & Derwent's bill for stationery supplied for oflBce use in cash, 27.50 {C. B. Expense

acet.).

Accept, payable at F. C. Bank, D. B. Pond & Bro.'s draft, dated Nov. 3, at 3 days' sight, favor

Charles Green, 400.00 (J. & B. B.)

Write the draft, including acceptance, and, after making the proper entries, hand it in.

J Eeceive of G. B. Gordon, on acet., his check on Merchants Bank, 600.00.

Sell E. Langworthy, 10 days, 2 doz. Ratchet Braces ; 5 doz. Carpet Stretchers ; 3 doz. R. R. Picks ,

2 doz. Try Squares ; 3 Copying Presses.

Sell L. B. Mason, 10 days, 1 doz. Hand Saws ; 3 Copying Presses ; 5 doz. Knives and Forks.

Receive of Carter & Weeks, on acet., their check on First National Bank of Plainfield, 1500.00.

.0 Deposit Currency, 300.00; also the checks of Gordon and Carter & Weeks. Bank charges ^%
o Ca*A

-^ collection on C. & Ws. check (C. B. £ Ck. B.).

' Deduct the yh^ collection from the footing of the deposit ticket. Remember to copy the ticket on the left stub

of Ck. B. (See form page 87.) Debit Collection in the C. B.

5. Order of D. B. Pond & Bro., Chicago, to be shipped via C. N. Line, 100 Grindstones ; 50 Black-

smiths' Drills
(
Memorandum ).

Write a letter ordering the above. Enclose it in an envelope properly directed and hand it in. No entry to be

made until goods are received.

6 (81)
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THEORETICAL AND PRACTICAL BOOK-KEEPING.

MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued).

Receive cash of Barber & Swift, in full of Invoice, Snd inst.

Sell Sewell & Clark, Greenville, on aect., 10 days, 2 doz. R. R. Picks ; 5 doz. Mortise Locks; 5

doz. C. S. Axes ; 3 pr. B. D. Hangers ; 5 doz. Pore. Knobs ; 5 doz. Knives and Forks ; 5 doz.

Carpet Stretchers.

Receive of A. G. Steele & Co. their note at 60 days, payable at Merchants Bank, to apply on acct.,

500.00 (/. & B. B.).

Write the note and maUe the proper entries in J. & B. B.

Give Hemingway & Selden a check in full of Invoice, 1st inst.. less 2'i (C. B.)

Debit H. & S. 6n right side of C. B. for the full amount of the Invoice, and credit Mdse. on the left side for the

2f; allowance.

8. Receive the nails ordered of Pratt, Conway & Mills, 2nd inst. Invoice dated Nov. 2nd. Terms

cash, in 10 days.

Receive cash of E. Langworthy, on acct., 50.00.

Draw on Carter & Weeks, at sight, for 500.00, your favor, to apply on acct., and leave the draft

at F. C. Bank for collection ( Memorandum).

Write the draft, endorse it in blank, and hand it in.

Sell Daniels & Baker, Cedar Grove, on acct., 10 days, 25 kegs Cut Nails ; 3 doz. Jack Planes ; 3

doz. C. S. Axes ; 5 doz. Mortise Locks ; 200 lbs. B. Metal.

9. Your acceptance of 3rd inst., due to-day, has been presented at F. C. Bank, paid and charged to

your account. ( C. B. and Ch. B.
)

Enter the acceptance on the right-hand stub of the Ck. B. to be added in with the checks, thus crediting the bank

the same as though a check had been drawn.

Receive of French & French their check on Farmers' Bank of Oakland on account, 375.25.

Deposit Cash in F. C. Bank, 200.00. Also French & French's check. Bank charges ^% collec-

tion on the check.

10. Receive by Commercial Freight Line, from Hart, Bliven & Slead, goods as per Invoice dated

Nov. 8, terms, 90 days, 2^ 30 days, 3^ 10 days, 25 doz. pairs Strap Hinges ; 10 U. C. Wringers
;

10 doz. A. E. Hammers : 5 doz. H. Saws ; 15 Copying Presses ; 10 doz. W. Wrenches ; 5 doz.

Ratchet Braces ; 20 doz. Knives and Forks ; 10 I. C. Freezers ; 20 pr. B. D. Hangers ; 10 doz.

Steelyards ; 5 doz. C. S. Axes.

Receive of Grover Mfg. Co., to apply on acct., their draft for 1000.00, dated Nov. 8, at 15 days'

sight, on Colton & Reese, this city, which they have accepted this day, payable at P. C. Bank.

Endorse the acceptance, and leave it at F. C. Bank for collection.

12. Buy at F. C. Bank by check, at \'^ exchange, a draft on Exchange Nat. Bank, New York, and

remit the same to Hart, Bliven & Mead, in full of Invoice Mdse, received 3rd inst., less 3,^.

(C. B. and Ck. B.)

For form of tilling out this check, see Ck. No. 3, page 87. Write the draft, (see form on page 60) endorse it in

full to H. B. & JI., and write a letter, enclosing it to them. Debit H. B. & M. for full amount of Invoice

;

credit Mdse. for the 3;? allowance ; debit Exchange for the bank's charges.

13. Receive of French & French, their check on Farmers Bank of Oakland for Invoice, 3rd inst.

Receive of L. B. Mason, his check on Traders Bank for Invoice, 3rd inst.

Sell C. B. Shafer, Gasport, 3 doz. C. S. Axes ; 2 doz. P. G. Coal Hods ; 3 doz. W. Wrenches ; 4

doz. Ratchet Braces; 2 doz. Jack Planes; 5 Copying Presses. Receive cash, 75.00, balance

on acct., 10 days.

Deposit Currency, 100.00, also checks of French & French and L. B. Mason ; bank deducts

JsrS^for F. & F.'s check.

15. Pay Hamilton & Groves' bill for Office Desk, by check, 100.00.

Receive the goods ordered of D. B. Pond & Bro., 5th inst. Invoice is dated Nov. S, 30 days.

Sell E. Langworthy, on acct., 10 days, 25 kegs Cut Nails ; 5 B. S. Drills ; 5 doz. pr. Strap Hinges
;

2 doz. P. G. Coal Hods ; 50 lbs. Washers.
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THEORETICAL AND PRACTICAL BOOK-KEEPING.

MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued).

Keceive of Sewell & Clark their check ou First Nat. Bank of Greenville, in full for invoice of 5th

inst.

Deposit in F. C. Bank Sewell & Clark's check. Bank charges ^i collection on check.

17. Pay A. B. Smith's sight draft on you, dated Xov. 15th, favor A. M. Purdy & Co., WO.OQ, by

check.

Receive credit at F. C. Bank, for the draft on Carter & Weeks, left for collection 8th inst., less

bank's charges, \%.

Take your passbook and have the proceeds entered in it to your credit.

18. Buy a draft on New York at F. C. Bank, by check, at 1% exchange, and remit it to Pratt, C. &

M.. in full of Invoice of Mdse. received 8th inst.

See instructions for remitting to Hart, B. & M., 12th inst. In this case, however, there is no discount allowed.

Receive of Daniels & Baker, their check on Citizens Bank, Cedar Grove, for Invoice 8th inst.

Sell Barber & Swift, for cash, 50 kegs Cut Nails.

Debit B. & S. in S. B, and credit them in C. B.

Deposit currency, *300.00, and Daniels & Baker's check. Bank charges, yV!^ collection on the

check.

30. Geo. D. Whitney draws from the business for individual use, by check, 350.00.

Charge this to " Greo. D. 'WTutney, Private Account," and open such an account in the Ledger instead of posting it

to his investment account.

Remit Hart, Bliven & Mead a draft on New York for Invoice of goods received 10th inst., which

you will buy at F. C. Bank by check. Exchange, \%.

Follow the instructions given for remittance made them on the 12th inst. The discount in this case is i%.

22. Discount, at F. C. Bank, A. G. Steele & Co."s note, received 5th inst.; receive credit for the

proceeds. (C. B. £ B. B.)

Endorse the note in blank and receive credit for the proceeds in your pass hook. Make proper memorandum in

the B. B.

23. Pay Wells & Gardner, cash in full of account.

Sell French & French, on acct., 10 days, 5 B. S. Drills ; 10 Grindstones ; 5 doz. Pore. Knobs ; 3

doz. W. Wrenches ; 2 doz. C. S. Axes ; 100 lbs. B. Metal ; 5 doz. A. E. Hammers ; 4 Copying

Presses.

25. Accept, payable at F. C. Bank, D. B. Pond & Bro.'s di-aft, dated Nov. 22, at 3 days' sight, favor

Charles Green, 600.00.

Pay Barton & Co.'s bill for Coal for use of store, in cash, 50.00.

26. Student takes from the stock for his individual use, to be charged to him at cost, 1 I. C. Freezer

;

1 doz. Knives and Forks ; 1 U. C. Wringer. (Debit Student, Private Account.)

Make a statement of E. Langworthy's account. Write him a letter to the effect that the account

is considerably overdue, and urge immediate payment. State that if not paid before Dec. 1st

you will draw at sight for the balance due.

28. Receive cash of A. G. Steele & Co. to balance account.

Deposit cash in F. C. Bank, 400.00; also receive credit for the acceptance of Colton & Reese,

left the 10th inst. for collection.

This paper being payable in the city, the bank makes no charge for collection.

29. Write a letter to Hart, B. & Mead, ordering the following goods to be shipped by Commercial F. F.

Line : 10 doz. P. G. Coal Hods ; 5 doz. C. S. Axes ; 10 doz. Hand Saws ; 15 doz. Pore. Knobs

;

10 doz. R. Braces ; 5 doz. R. R. Picks ; 5 doz. Try Squares ; 5 doz. W. Wrenches ; 200 lbs.

Washers. Inform H., B. & M. that many of the Coal Hods in the previous invoice were imper-

fect, and request an allowance of 10.00.

Pay freight bills for the month, in cash, 35.50. {Debit Mdse.)

30. Pay salaries of Employes for the month, in cash, 100.00.
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THEORETICAL AND PRACTICAL BOOK-KEEPINO.

You will now balance the Casli Book and Chock Book {see form of Ok. Bl: page 87), foot the

Sales Book, complete the posting, and take a trial balance. Post the footing of the Sales Book as

instructed on page 78. Do not open a cash account in the Ledger, hut carry to the trial balance the

difference between the sides of the Cash Book, that is. the cash balance. In taking the trial balance

for this set, use the differences of the accounts instead of the footings.

Note to the Student.—After completing; the posting, if it is desired, you can test the accuracy of your exten-

sions of merchandise bought and sold by comparing the footings of your Merchandise account with the figures given

below under the list number corresponding to your own. The upper amount is the total of merchandise bought, and the

hica- amount the total of merchandise sold, for the month.

MERCHANDISE BOUGHT AND SOLD.

No. 1.



THEORETICAL AND PRACTICAL BOOKKEEPING.

MEMORANDA OF TRANSACTIONS FOR DECEMBER (Continued).

Deposit the checks received of Wm. Peet and Geo. B. Gordon.

Give Swift, Ennis & Co. your check to apply on account, 500.00.

Receive cash of French & French in full of invoice, Nov. 23.

8. Sell Oliver & Brayton, City, at 10 days, 3 Copying Presses, 2 doz. P. G. Coal Hods, 2 doz. Try

Squares, 50 lbs. Washers, 3 doz. J. Planes, 2 U. C. Wringers.

10. Accept, payable at F. C. Bank, D. B. Pond & Bro.'s draft at 30 days' sight, favor themselves, in

full of invoice of Nov. 15.

Deposit cash inF. City Bank, 250.00.

Pay November gas bill, in cash, 5.25.

11. Accept, payable at F. C. Bank, A. B. Smith's draft dated Dec. 8th, at five days' sight, favor John
H. Boyd, in full of account.

Eeceive, via P. & W. E. K., from Pratt, Conway & Mills, 100 kegs Cut Nails. Invoice is dated

Dec. 6th, at 10 days.

Eeceive cash of Geo. B. Gordon, on account, 200.00.

13. Eeceive credit at F. C. Bank for draft on E. Langworthy, left 1st instant, less charges for

collection, i^.

Receive of Daniels & Baker, their check on Citizens Bank, Cedar Grove, in full of invoice,

1st inst.

Deposit cash, 200.00, and Daniels & Baker's check. Bank charges, collection on check, ^^.

Buy a New York draft at F. C. Bank, by check, at ^^, exchange and remit to Hart, B. & M.,

in full of invoice received 4th inst., less amount charged to their account for allowance on

Coal Hods.

15. Eeceived cash of Barber & Swift, in full of their invoice of 4th inst.

IS. Sell Sewell & Clark, at 10 days, 5 doz. E. Braces ; 5 doz. Knives and Forks ; 50 lbs. Washers

;

3 Copying Presses ; 25 kegs Cut Nails ; 3 B. Drills ; 10 Grindstones ; 5 doz. pr. Strap Hinges.

Eeceive cash of L. B. Mason, in full of invoice of 6th inst.

Sell A. G. Steele & Co., City, 5 doz. P. Knobs ; 5 doz. C. Stretchers ; 10 pr. B. D. Hangers ; 3 I.

C. Freezers ; 5 doz. W. Wrenches. Eeceive cash, 50.00 ; balance 10 days on acct.

19. Your acceptance favor J. H. Boyd, due to-day, has been paid and charged to your account at

F. C. Bank.

20. Eeceive cash of Oliver & Brayton, in full of invoice 8th inst.

Deposit cash in F. C. Bank, 300.00.

Student draws from the business for his individual use, by check on F. C. Bank, 300.00.

21. Buy ox Hemingway & Selden, 60 days, 2^ 10 days, 10 doz. Hand Saws; 10 doz. W. Wrenches ; 5

doz. C. S. Axes ; 10 doz. Knives and Forks ; 20 doz. M. Locks.

23. Draw on Carter & Weeks at sight, for 500.00 in your favor, and leave the draft for collection.

24. Discount at F. C. Bank, Sewell & Clark's note received 3rd inst., and have the proceeds placed to

your credit. The bank charges ^^ collection in addition to the discount.

Pay Pratt, Conway & Mills' sight draft on you for invoice received 11th inst., by check on F. C.

Bank.

26. Pay Freight Bills for the month, in cash, 21.60.

27. Sell E. Langworthy, at 10 days, 5 doz. pr. S. Hinges ; 5 doz. W. Wrenches ; 10 doz. M. Locks ; 5

pr. B. D. Hangers ; 5 doz. J. Planes ; 1 Copying Press ; 5 doz. C. Stretchers ; 50 lbs. Washers.

Eeceive of Carter & Weeks their note dated Dec. 24th, at 30 days, payable at First Nat. Bank,

Plainfield, to balance account, 1000.00.

28. Receive cash of A. G. Steele & Co. for balance due on invoice 18th inst.

29. Eeceive credit at F. C. Bank for draft on Carter & Weeks, left 23d inst., less collection, ^^.

30. Give Hemingway & Selden check in full of invoice 21st inst,, less 2^.

Pay salaries of Employes for the month, in cash, 100.00.
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THEORETICAL AND PRACTICAL BOOK-KEEPING.

MEMORANDA OF TRANSACTIONS FOR DECEMBER (Continued).

Receive Scwell & Clark's check on Pii-st i\at. Bank of Greenville, in full for invoice of 18th inst.

Deposit Sewell & C.'s check and all the cash on hand. Bank charges, -j^^ collection on the check.

Leave your pass book to be written up.

31. Tlie bank returns your pass book written up and balanced. On proving same with your check

book, you find the balances to agree, allowing for the check given H. & S., ciOth inst., which
was not in when the pass book was balanced.

Close Student, Private Account, and Geo. D. Whitney, Private Account, into Student account and

Geo. D. Whitney account.

INVENTORIES, DEC. 31, 1i

8 doz A. E. Hammers,
32 B. Driljs,

150 lb. B. Metal,
10 pr. B. D. Hangers,

165 kg. (16500 1b.) Cut Nails,

11 doz. C. S. Axes,
5 doz. Carpet Stretchers,

3 Copying Presses,

70 Grindstones,

27 doz. Hand Saws,
9 I. C. Freezers,

24 doz. Knives and Forks,
15 doz. M. Locks,
5 doz. P. Knobs,
9 doz. P. G. Coal Hods,
5 doz. R. Braces,

5 doz. R. R. Picks,

5 doz. pr. Strap Hinges,
10 doz. Steelyards,

8 doz. Trv Squares,

8 TJ. C. Wringers,
12 doz. W. Wrenches,
50 lb. Washers.

OFFICE FIXTURES, —Office safe, 225.00; office desk, 100.00; total, 325.00.

You will now balance the Cash Book, foot the Sales Book and complete the posting, after which

make a balance sheet and close the Ledger.

Your net gain should agree with the result given below, under the price list number correspond-

ing to your own.

No. S. No. 3. No. 4. No. 6. No. 6. No. 7. No. 8. No. 9. No. 10.

226.61 168.71 34.28 97.96 96.59 195.06 132.84 99.74 79.28

After completing the work of closing the Ledger hand your books, together with all of the bus-

iness papers involved in the foregoing set, to the teacher for inspectioii, and prejKire for an examina-

tion on the work passed over. Questions for such examination will be found below.

NET GAIN. j No. 1.

\ 109.11

MISCELLANEOUS QUESTIONS.

'From what does Double Entry Book-keeping take its name ? 'How are you enabled to decide to

which of the two general classes of accounts used in double entry any particular account belongs ?

' What title may be used instead of the proprietor's name ? ' Menti-on three accounts that you can

always tell which side should be greater, if there is any difEerence. 'To which of the two general

classes of accounts does a Personal account belong ? ° What circumstance might arise to place it in the

other class ? ' Why is it necessary that Bills Payable and Bill Receivable should always be debited and

credited with their face value ? ' Mention some of the errors which will not affect the equality of the

Ledger. ' In case the Trial Balance does not pi-ove, give the short tests to be applied before proceeding

to examine the posting. '° When the check of another person is received, how is it journalized ?

"Give an example of an inventory showing a liability. "Give the two ways of finding the Present

Worth in double entry. " What is meant by Insolvency ? " What is the object of closing accounts

showing losses and gains ? "In closing an account, why is the equality of the Ledger not affected ?

" What is meant by the acceptance of a draft ? " Give the general rule for journalizing drafts when
drawn on account. " What journal entry is made when the proprietor commences business with both

Resources and Liabilities ? " In closing an account having a resource inventory, why is it necessary to

credit the account with the inventory before it can be closed ? "After the account has been closed,

why must the inventory be carried below the rulings ? " Why is the loss or gain not carried below the

rulings ? " When are personal accounts usually closed ? " Do errors in journalizing affect the equality

of the Ledger ? " AVhat advantage is obtained by using the Cash Book as a principal book ? " How is

the work of posting from the Cash Book performed ? " What advantage is obtained by using the Sales

Book as a principal book ? " How are transactions with the bank treated when no bank account is

kept in the Ledger, and how are the entries made for such transactions ? " How is«the Check Book
balanced and proved when the Pass Book is written up? "How is the Cash Book balanced when
there is cash both in the safe and in the bank ?

(86)
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THEORETICAL AND PEACTIOAL BOOK-KEEPING.

SALES BOOK.

APRIL 2, 189-.

L.F.

3 W. Barnes, Madison, N. Y.
2 doz. Carpet Stretchers,

10 Grindstones,
2 doz. C. S. Angers,
25 Kegs Cut Nails, 2500 lbs.

R. C. Smith, City.

3 U. Clothes Wringers,
5 Grindstones,
1 doz. Steelyards,

5.

Brown & Martin, Marion, Ohio.
10 B. Drills,

5 doz. P. G. Coal Hods,
2 " C. S. Augers,
3 " W. Wrenches,
7 " Carpet Stretchers,

6.

B. R. Jones, Albion, Pa.

10 Kegs Cut Nails, 1000 lbs.,

2 U. Clothes Wringers,
3 doz. C. S. Augers,
7 " Carpet Stretchers,

2 " W. Wrenches,
10 " 0. S. Axes,

Forward,

3.



SINGLE ENTRY.

' The distinguishing feature of single Entry book-keeping is, tlnit only Pcrsonul accouiU!; ;ire kei)t

in the Ledger.

° This system of book-keeijing contemplates siiuh a record, or the tiling of such documents for

reference only, as will enable the proprietor to determine at any time the liesources and Liabilities of

his business, which cannot be found by taking an inventory.

' For this purpose the practice is to journalize and post personal accounts only. Cash receipts ami
payments are entered in the Cash Book, and Bills Keceivable and Bills Payable in the Bill Book.

* It is sometimes found necessary to employ additional books of record, the number and character

depending upon the nature and extent of the information which it is desired to preserve: as. Order

Book, Invoice Book, Sales Book, etc.

' Since no accounts showing gains and losses are kejjt in Single Entry, it follows that an itemized

statement of the gains and losses of the business cannot be obtained.

° The Net Gain or Xct Loss of the business can be determined, however, in the following manner.
Eirst ascertain the Present Worth, by tindiug the difference between the Kesources and Lialjilities, and

then compare it with the irrV^sHnenT^ yi^C^'l^"^
' If the present worth is greater than (the iiiyestment, the difference shows a net gain; if less, a

net loss.

The following sets are designed to illustrate l)ook-keeping by Single Entry, also changing Single

Entrj' books to Double Entry. The books to be used are Journal, Ledger, Cash Book and Bill Book.

The form of .Journal is illustrated on page 8'i. The Bill Book is to be kept in the form used hereto-

fore, and the Cash Book as illustrated on JJage 89.

81
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THEORETICAL AND PRACTICAL BOOK-KEEPING. 83

JANUARY 1, 188-.

Commence business with the following resources: Store and Lot v.alued at 2500.00; Horse and

Wagon valued at 225.00; Cash, 500.00. {Enter i)i Journal and Cash Book; see form of Journal on

page 82, andform of Cash Book on page 89.)

Buy of Smith,, Perkins & Co., City, on f, at 15 days, 10 bbl.-*. A Sugar, 1250 lbs., @ 10c. ; 10 ch.

Japan Tea, 350 lbs., @ 60c.; 10 cli. Blauk Tea, 350 lbs., @ 45c.; 5 half bbls. Mackerel, @ 4.00; 10

mats Java Coffee, 1250 lbs., @ 22c. {Enter in J.; seepage 82.)

Note.—It is unnecessary to enter the items in tlie Journal, the Invoice itself being phiced on file for reference.

Sell A. Thompson, Aurora, on '^c, 2 ch. J. Tea, 70 lbs., @ TOc; 2 ch. B. Tea, 70 lbs., @ 50c.

(•/.; see form on page 82.)

Cash sales, per Cash Drawer, 175.38. (C. B.j see 3, page 81.)

2.

Sell Mrs. Eliza Smith, 27 Main St., on ajc, 10 lbs. A Sugar, @ lie; 1 11). J. Tea, @ 85c.; 2 lbs.

J. Coffee, @ 38c. {J.)

Buv of Smith, Perkins & Co., on ''je, 10 bl)ls. Brown Sugar, 1250 lbs., @ 9c.; 10 sacks Eio Coffee,

800 lbs., @ 18c.

Sell Wm. Johnson, 144 Lycll Ave., on ajc, 4^ lbs. Mackerel, @ 12c.; x lb. B. Tea, 55c.; 2 lbs. Rio

Coffee, @ 24c.

3.

Give Smith, Perkins & Co., your note at 10 days, payable at College Bank, to apply on ajc, 300.00.

(/. and B. B.; see 3, page 81.)

Note.—Before entering this note, drii'v :i icil line across both pages in the Bill Book, below the last entry, to separate

this from the previous sets.

?)

Receive cash of A. Thomiison, on "fc, 15.00. (./. and C. B.)

Buy of Smith, Perkins & Co., on % 12 doz. Brooms, @ 2.25; 4 doz. Wood Pails, @. 2.00.

Sell James Jamieson, 27 Broadway, on 'f.,
25 lbs. A Sugar, @ 10c. ; 4 lbs. J. Tea, @ 80c. ; 2 lbs.

Rio Coffee, @ 24c.

5.

Pay Clerk cash, to apply on Salary, 5.00. (C B.)

jj

Cash sales, per Cash Drawer, 246.75. {C. B.)

6.

Sell Mrs. Eliza Smith, on "jc, 10 lbs. B, Sugar, @ 10c. ; 4i lbs. JIackeiel, @ 12c.; 2 Wood Pails,

@ 25c.

Receive cash of Wm. Johnson, 3.00, and of James Jamieson, 5.00, on "jc. {J. and C. B.)

7.

Buy of H. Gordon & Co., City, on your note at 20 days, payable at College Bank, 2 liltls. A Sugar,

250 lbs., @ 10c. ; 2 bbls. Brown Sugar, 250 lbs., @ S^c. ; 1 ch. .lapan Tea, 35 lbs., @ 55c. {B. B.;

see 3, page 81; also see note below.

)

Note.—No entry is to be made in the .lournal. because your indebtedness is not to Gordon & Co. personally, but ir

she form of Bills Payable, and is shown by the Bill Book.

J? ^

Sell Mrs. Eliza Smith, on "fc. 2 Wood Pails, @ 22c.; 1 Broom, 25c.; 1 lb. Rio Coffee, 24c.
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7.

Cash sales for tlie day, per Cash Drawer, 1^7.64.

8,

Received of Alex. Thompson, his note at; 3 days, payable at Traders' Bank, to a|iply on %:, 25.00.

{/. a7id B. B.)

Note.—A good rule for the student, who is familiar with double entry, to use in Journalizinjr by single entry, is, first

to decide what journal entry would be made for the transaction by the double entri/ method; then if he tind in such entry

that a person is to lie either debited or credited, the same person must be debited or credited in the single entry Journal;

otherwise no journal entry is to be made.

9.

Sell Wm. Johnson, on c/r, 50 lbs. B. Sugar, @ 9iic. ; 1 Broom, 35c. ; 5 lbs. Rio Coffee, («i 24c. ; 2

Wood Pails, @ 2'v'c.

>?

Pay cash for ton of Coal for office use, 6. 50.

10.

Pay Smith, Perkins & Co., cash to apply on «/c, lOO.dO. (./. and C. B.)

?j

Buy of Cxeo. F. Doyle, Salina, on ('jc, at 10 days, 25 bbls. Salt, @ 1.25.

Wm. Johnson returns for credit, 4 lbs. of the Rio Coffee bought IHli iust., the quality not being

satisfactory.

n.
Sell A. Thomiison, 10 bbls. Salt, @ 1.40; 2 eh. J. Tea, 70 lbs., @, 70c.; 3 bbls. B. Sugar, 375 lbs.,

@ 10c. Receive in payment, cash, 25.00. Balance on "jc. (./. and C. B.)

Note. —In transactions like the .above in single entry, it is customary to make an entry in the .Journal debiting the

person with the whole bill purchased, and then make a second entry giving him credit for tjie amount paid.

12.

Pay Clerk cash to apply on Salary, 10. Oo.

Receive cash of Mrs. Eliza Smith, to apply on ^Ir, 1.50.

13.

Pay Smith, Perkins & Co., to apjily on "k, cash, 50.00, and your note at ten days, ]ia}'able at

College Bank, 100.00. (J., C. B. and B. B.)

Sell Wm. Johnson, on «/r, 10 lbs. A Sugar, @ 10c. ; 2 lbs. J. Tea, @ 85c.; 5 lbs. Rio Coffee, @ 22c.

14.

Buy of Geo. F. Doyle, on "/r, at 10 days, 25 bbls. Salt, @ 1.25.

Receive cash of A. Thompson, for his tiotc of 8th inst. due to-day, 26.00. {('. B. and B. B.)

Cash sales, as per Cash Drawer, 358.40.

15.

Pay Geo. F. Doyle's sight draft on you to a]iply on "jc, in cash, 25.00. (./. and C. B.)

Pay Book-keeper cash, to apply on Salary, 25.00.

Receive of A. Thompson, his note at ten days, payable at Traders" Bank, to balance «/r, 119.50.

Sell James Jamieson, on "J/c, 10 lbs. B. Sugar, ((C Oic. ; 2 lbs. J. Tea, (<i !S()c. ; 5 lbs. Rio Coffee, (ftj 24c.

16.

Pay your note of 3d inst., favor of Smitii, Perkins Ik (.!o., in cash, 3iiii.(iii.

Note.—You may now balance the Cash Book and post the the entries for the foregoing transactions. Give each

account one-fourth of a page sjiace. The books are to be changed to Double Entry after you have completed the post-

ing, full instructions for which are given on the next page. You should study these instructions very carefully, and

perform the work precisely as they direct.
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INSTRUCTIONS FOR CHANGING THE BOOKS TO DOUBlE ENTRY.

1st. *Au inventory is to be taken of the Mdse. iiud otlier property on hand, its value being

estimated at what the property could be purchased for at the present time. The result of such

inventory is as follows:

INVENTORY, JANUARY 16, 188-.

Mdse. on hand, ])er Inventory Book, . . 270 7'i

Horse and Wagon, valued at - 225 00

StoreandLot, " " 2500 00

Note.—You may copy the above Inventory in your Journal, immediately following the last entry.

2d. 'The resources and liabilities exhibited by the various books, viz: Ledger, Cash Book and

Bill Book, are next to be obtained, and, with the Inventories, arranged in a convenient form, as shown

below, for determining the condition of the business.

STATEMENT, JANUARY 16, 188-.

RESOURCES.

Mdse. , per Inventory, 270 72

Store and Lot, ]ier Inventory, 2500 00

Horse and Wagon, per Inventory, 225 00

Cash, per Cash Book, 9G1 17

Bills Receivable, per Bill Book, 119 50

Personal Accounts, per Ledger, 16 93

4093 32

LIABILITIES.

Bills Payal)le, per Bill Book 165 50

Personal Accounts, jjer Ledger, 566 50

732 00

SUMMARY.

Total Resources, 4093 32

" Liabilities, -.- 732 00

Present Worth, _ 3361 33

Present Worth, 3361 32

fayeatment, o^C\AA^- V>^-'OJ^- - - - - 3225 00

Net Gain, 136 33

Note.—Make a Statement like the above in vour Trial Balance or Statement book. Do not copy the above form

merely, but verify all of the results by your own books.

3d. '"The Present Worth is found, as shown above, by taking the difference between the Resources

and Liabilities; and " the Net Gain is then found by taking the difference between the Present Worth

and the 4»«estHieBt. cyv/^/C" C/^
4th. " Since in Single Entry the Ledger contains only a portion of the Resources and Liabilities,

viz: Personal accounts, it is apparent that, to change it to Double Entry, such additional accounts

must be opened as will cause the Ledger to exhibit all of the Resources and Liabilities of the business,

as shown by the foregoing Statement ; and " the Net Gain must be credited to the Proprietor's account.

Note.—You may now proceed, in accordance with the above instructions, to open the additional accounts required

to place your Ledger in the Double Entry form. After you have completed this work, your accounts should correspond

with those given on pages 86-87. Mdse. will require one-half of a page space; all other accounts one-fourth of a page

each.

5th. "After the change to Double Entry has been made in accordance with the foregoing direc-

tions, your Ledger must be in balance, because all of the Resources appear upon the Dr. side, and all

of the Liabilities and the Present Worth, which is the diflerence between the Resources and Liabilities,

/appear upon the Cr. side.
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STUDENT.

188-

Jan. 10 Present Worth
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REAL ESTATE.

87

188-

Jan. 16 Store and Lot, 2500

EXPENSE.

188-

Jau. 16 Horse and Wagon, 225

CASH.

188^1

Jan. 1 16 Bal. per C. B.
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22

Piiy Smith, Perkins & Co., cash on a/,., 100.00.

>j

Cash sales, per Cash Drawer, 98.34.

23.

Sell Frank C. Hedstrom, Sardinia, 5 ch. B. Tea, 175 lbs., @ 55c.; 2 doz. W. Pails, @ 2.50; 4 doz.

Brooms, @ 2.65: 2 half bbls. Mackerel, @, 4.75; 5 bids. A. Sugar, C25 lbs., @ lO^c. Receive his note

at 10 days, payable at First National ]5ank, 100.00. Balance on <^lc.

Receive cash of Wni. Johnson on %, 5.00.

24.

Buy of Geo. F. Doyle, on your note at 2o days, 50 bbls. Salt, Oe 1.25.

'?

Cash sales, per Cash Drawer, 1.38.40.

25.

Pay cash for permanent iniiirovements on store, 200.00.

Pay Gas bill in cash, 11. '5.

Sell Wm. Johnson, on "k. 5 lbs. J. Tea, @ 80.: 50 ll>s. B. Sugar, @ 9^c. ; 10 lbs. Rio CofFee, @ 25c.

26.

Receive cash of .Tames Jamieson, to balance "fc, 11.33.

?>

Pay your note of 13th inst., due to-day, in cash.

27.

Buy of Smith, Perkins & Co., 10 bbls. A. Sugar, 1250 lbs., @ 10c. ; 10 bbls. B. Sugar. 1250 lbs.,

(fii 9e. ; 5 ch. J. Tea, 175 lbs,, @ 60c.: ]i) mats J. Coffee, 1250 lbs., @, 22c. Give them your note at

!0 davs, 300.00. Balance on «(•.

28.

Pay H. Gordon & Co. cash on 'Vr, 178.44.

Receive cash of A. Thomjison, for his note of ITitli inst., due to-day.

29.

Cash sales, per Cash Drawer. 216.49.

Sell the Horse and Wagon for cash, 235.00.

30.

Pay your iu)te of 7th inst.. due to-day. in cash.

31.

Pay Book-keeper 25.00, anil Clerk 15.00, cash in full for services to date.

INVENTORIES, JANUARY 31, 188-.

MDSE., as per Inventory Book, ^.. 426 48

REAL ESTATE.—Store and Lot, valued at... 2700 00

You may now post and make a Balance Sheet. After you have completed the Balance Sheet,

close the Ledger and Ijring down the resources and liabilities, and prove them upon a separate sheet of

paper, as illustrated on i)age 40, and present the i)roof, together with your Ledger, to the teacher for

inspection and approval.

A few results are a])])ended: Cash on hand, 1333.79; Total Resources, 4965. ."iS; Liabilities, 1346.50;

Net Gain, 257.76.
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FEBRUARY 1, 188-. (See Note below)

89

(Student's name),
Commenced business this day with the fdllowiug ri'SDurces and

liabilities:

Oasli on hand, per Cash Book,
On deposit in College ]5ank,

100 bbls. Flour, @ 8.00,
C. D. French's note, per I'ill Book,
Jas. Harris, on «^,

(Student's name).
Note favor Geo. Wells, i)er Bill Book,
Interest accrued, 80 davs.
Due Hill & Co., on %'

College"^B«mk,
. .

AnK>Hiit on dejjosit, as above. '^

Jas. Harris,

On account, as above.

Hill & Co..

On account, as above.

2.

White Bro's,

Bo't Mdse. on «(;, per Invoice No. 1.

Hill & Co.,

Paid them, on "/f. liy check on College Bank.

College Bank,
Check favor of Hill & Co.

Dr.

Dr.

Or.

Cr.

Dr.

Cr.

3000
4000
800
aoo
500

500
6

375

8500

881 67

500

375

1181

100

100

35

188-

Feb.

SINGLE ENTRY CASH BOOK.

9

10

13

Invested bv Student.
Deposited in College Bank,
15 bbls. Beef,

C. D. French's note.

White Bro's, on f,
R. J. Barton, to apply on Mdse.,
Office Books and Stationerv,

0. W. Jones, on «/<•,

Deposited in College Bank,
Jas. Harris, on f^c,

® 18.75.

3000

281
200

300

250

200

25

PAYMENTS.

500

500

25

1000

NoTF.—The month of February is to be worked by .Sinsle Entry, as explained in the preceding set. A few of the

first entries, as they should be made in your Journal, are jriven above. In addition to the Personal accounts, however,
a Bank account is to be kept in the Ledjrer. Use the Sinirlc Entry form of Cash Book, as illustrated above, and continue
the use of the Bill Book as heretofore. On March 1, the books are to be changed to Double Entry, and the business
continued through March by that method.
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FEBRUARY, 188-

1. Commence business tliis day with tlie following resources and liabilities:

Eesocrces: Cash on hand, 3000.00; on deposit in College Bunk, 4000.00; 100 bbls. Hour, @
8.00; C. D. French's note, dated Jan. 4th last, at 30 days, 200.00; Jas. Harris owes on

"fe,

500.00.

Liabilities: Yonr note favor of Geo. Wells, dated Nov. 13 last, at 90 days, payable at College

Bank, with interest, 500.00; Interest accrued 80 days on above note; due Hill & Co., on "fc,

375.00.

2. Buy of White Bro's, on "/c, 50 bbls. Pork, (a), 15.00; 25 bbls. Beef, @ 17.25.

3. Give Hill & Co. your check on College Bank, to apply on «/c, 100.00. (/.)

Sell 0. W. Jones, on "fe, 35 bbls. Flour, @ 9.00; 15 bbls. Pork, @ 16.50.

4. Deposit cash in College Bank, 500.00.

Sell for cash, 15 bbls. Beef, @ 18.75.

5. Buy of Geo. J. Marsh, on your note at 15 days, 50 bbls. Beef, @ 17.25.

6. Keceive cash for a note due to-day.

Pay White Bro's cash on "/c, 500.00.

7. Sell R. J. Barton, 20 bbls. Beef, @ 18.50; 25 bbls. Flour, @ 9.00. Receive cash, 300.00. Balance

on "/c.

8. Pay cash for set of Office Books and Stationery, 25.00.

9. Receive cash of 0. W. Jones, on "/c, 250.00.

10. Deposit cash in College Bank, 1000.00.

11. Sell H. A. Strong, on his note at 60 days, 25 bbls. Pork, @ 16.25.

12. Buy a Safe for office use, and pay for same by check on College Bank, 225.00.

Receive cash of Jas. Harris, on "fc, 200.00.

13. Buy for cash, 25 bbls. Pork, @ 15.00.

14. Sell 0. W. Jones, 25 bbls. Beef, @ 18.50; 25 Ijbls. Flour, @ 9.25. Receive his note at 10 days,

with interest, payable at City Bank, 500.00. Balance on a/c.

Your note and the interest upon it, 7.75, due to-day, has been charged to your "/c at College Bank.

15. Sell for cash, 10 bbls. Pork, @ 16.50.

16. Draw cash from the business for your private use, 50.00.

17. Sell Beiij. C. Green, 15 bbls. Beef, @ 18.50; 10 bbls. Pork, @ 16.25. Receive cash, 150.00, and

his note at 60 days, payable at Traders' Bank, for balance.

18. Give White Bro's your check on College Bank, to apply on °lc, 300.00.

20. Sell for cash, 10 bbls. Flour, @ 9.25; 5 bbls. Pork, @ 16.25.

21. Buy of White Bro's, on «/«, 25 bbls. Beef, @ 17.25.

22. Receive cash of Jas. Harris, to balance '^c, 300.00.

23. Buy of Geo. J. Marsh, on your note at 25 days, payable at College Bank, 50 bbls. Pork, @ 15.00.

E. J. Barton has compromised with his creditors at 25 ^. Settle his "fe on that basis, receiving cash.

Pay your note due to-day in cash.

24. Receive cash of 0. W. Jones, on "/c, 222.50.

Get H. A. Strong's note, received 11th inst., discounted at College Bank, and receive cash for the

proceeds.

26. Sell D. B. Oliver, on % 20 bbls. Pork, @ 16.25; 10 bbls. Beef, @ 18.50.

27. Receive cash for a note, with interest, due to-day.

28. Pay Salaries, 50.00, and Rent of Store, 50.00, in cash.

INVENTORIES, FEBRUARY 28, 188-.

15 bbls. Flour, @ 8.00; 40 bbls. Pork, @ 15.00; 15 bbls. Beef, @ 17.25.

Office Safe, valued at cost.

Balance the Cash Book. The cash on hand should l)e 2807.69. In posting, give Bank account

one-half of a page space; other accounts one-fourth of a page. After posting, proceed to change the

books to Double Entry, according to the instructions given in the previous set on page 85. The State-

ment should show a Present Worth of 7534.94.

After the necessary steps have been taken to change the Ledger to Double Entry, take a Trial

Balance, to be sure that your Ledger is in balance before proceeding witii Maicu Continue tlie use

of the Bill Book and Cash Book in March, using the l)oul)lc Entry form of Cash Book.
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MARCH, 188-.

n

1. Admit Geo. H. Whitney and W. D. Welch as equal partners in the business.

Geo. H. WTiitney invests: Cash, 6324.34; A. C. Holden's note, dated Jan. 7th last, at 60 days,

with interest, 1200.00; Interest accrued to date.

W. D. Welch invests: Cash, 6054.94; a note made by Bently & Gardner, dated Feb. 16th last, at

90 days, 1500.00; Discount to maturity.

Sell for cash, 15 bbls. Flour, @ 9.35.

Deposit in College Bank, cash, 12000.00.

2. Buy of Clark & Co., 300 bbls. Beef, @ 17.25; 50 bbls. Pork, @ 15.00. Give in payment, your

note at 10 days, 5175.00; your note at 30 days, 750.00; both notes payable at College Bank,

"with interest.

Take out policy of insurance for one year on property in store, 10,000.00. Pay premium at 1^ ^

in cash.

3. Keceive cash of 0. W. Jones, on % 100.00.

4. Sell Redmond Bro's, Vienna, 25 bbls. Pork, @ 16.25; 25 bbls. Beef, @ 18.50. Receive in payment,

cash, 168.75; their note at 20 days, with interest, payable at First National Bank, Vienna,

400.00. Balance on t^..

6. Deposit cash in College Bank, 500.00.

Buy of H. A. Trafiord, House and Lot, 344 Plymouth Ave., for 6000.00. Assume a mortgage on

same of 2000.00, with interest accrued from Jan. 2 last, 63 days, and pay him the balance by

check on College Bank.

Buy 500 bbls. Flour, @ 8. 00, and pay for same by check on College Bank.

8. Pay White Bro's, to apply on <^, B. C. Green's note rec"d 17th ult.. less discount to maturity.

Accept a draft at 10 days' sight, drawn on W. D. Welch by W. T. Owens, for his private account,

600.00.

10. Pay cash for Coal for office use, 1*3.80.

Receive of D. B. Oliver, to apply on "/c, his check on Merchants' National Bank. 310.00.

11. Sell 0. W. Jones, on «/c, 200 bbls. Flour, @ 9.25; 100 bbls. Beef, (g 18.50.

A. C. Holden, whose note Whitney invested and guaranteed its payment, has compromised with

his creditors at 50 ^. Receive cash and charge the deficiency to Whitney's account.

12. Deposit in College Bank, Oliver's check, rec'd 10th inst.

Pay Hill & Co. cash to balance '^c.

Receive cash of 0. W. Jones, on "jk, 3543.75.

13. Buy of Scott, Seymour & Scott, on o/c, 250 bbls. Pork, @ 15.00.

Exchange checks with Wm. E. Scott for his accommodation, 500.00. His check is dated 16th inst.

15. Your note due to-day, with interest, has been charged to your c/c at College Bank.

16. Sell for cash, 100 bbls. Beef, @ 18.50.

Wm. E. Scott being unable to provide for the check rec'd of him 13th inst., gives you his note at

10 days, with interest, endorsed by Morgan & Howe.

18. Draw a draft on Redmond Bro's at 60 days, for 200.00, and get it discounted at College Bank,

receiving credit for the proceeds.

Sell D. B. Oliver, on "fc, 150 bbls. Pork, @ 16.25; 100 bbls. Flour, (w. 9.25.

Insure the House Xo. 344 Plymouth Ave. for 4000.00, at 14 ^. for one year. Pay premium in

cash.

21. Receive of 0. W. Jones, to balance °fc, his note at 60 days for 250.00.

Accept Scott, Seymour & Scott's draft on you at 5 days' sight, payable at College Bank, to apply

on a/c, 2000.00.

Pay an acceptance due to-day in cash.

23. Your note due to-day has been charged to your <^c at College Bank.

Student and Geo. H. Whitney doubting the responsibility of 0. W. Jones, whose note the firm

holds, W. D. Welch oilers to buy the note at 75 ^ of its face, which offer is accepted. Make
an entry to adjust the transaction.

24. Pay White Bro's cash on <^c, 100.00.

26. Buy of Geo. J. Marsh, 150 bbls. Flour, @ 8.00; 50 bbls. Beef, @ 17.25. Give him your note at 60

days, pavable at College Bank, for 500.00, and check on College Hank for balance.

Pay cash for permanent rei)airs and improvements on House Xo. 344 Plymouth Ave., 575.00

27. Receive cash for a note due to-day.
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28. Sell Redmond Bro's, 300 bbls. Flour, @ 9.25; 165 bbls. Pork, @ 16.35. Eeceive their note at 30

days, 2000.00. Balance on ajc.

Deposit cash in College Bank, 5000.00.

Clark & Co., who hold your note for 750.00, given them 2d inst., offer to discount 25.00 and the

accrued interest if you will pay it to-day. Accept their proposition and give them a check on
College Bank.

29. Your acceptance due to-day has been charged to your "jc at College Bank.
Sell the House and Lot No. 344 Plymouth Ave. to Ja.-:. W. Fonda for 0500.00. In addition to this

price, he allows you for the permanent repairs and improvements paid for the 2Cth inst. , and
also 5T.50 on the insurance paid 18th inst. He assumes in payment the mortgage of 2000.00
and accrued interest; gives you his check on Mechanics' Savings Bank for 2103.83, and a

mortgage upon the property for the balance.

Receive cash for a note due to-day.

31. Receive cash of D. B. Oliver, to balance «/f, 3562.50.

Pay Salaries and Rent of Store in cash, 100.00.

Deposit cash in College Bank, 7000.00.

INVENTORIES, MARCH 31. 188-.

MDSE—150 bbls. Flour, @ 8.00; 140 bbls. Beef, @ 17.25.

EXPENSE.—Insurance unearned, 137.50; Office Safe, valued at 5 % below cost.

Balance the Cash Book. Cash on hand, 1790.66. Post and make out a Balance Sheet. Net Gam
for the month, 1674.95. Close the Ledger and prove the balances as heretofore instructed. Present

your books and proof of the balances to the teacher before proceeding with the next set.

QUESTIONS FOR REVIEW.

Page 81.—'What is the distinguishing feature of Single Entry book-keeping? 'To what extent

is it necessary to record business transactions in Single Entry? ' What books are generally used?
* What additional books are sometimes employed? ^ In Single Entry, why can you not show in detail

your gains and losses? " How do you determine your Net Gain or Net Loss? ' When will the results

exhibit a Net Loss?

Page 85.—*AVhat is the first step preparatory to changing books from Single to Double Entry?

' The second step? '"" Why must the Present Worth be found before the Net Gain or Net Loss can be

determined? "What additional accounts is it necessary to open to change the Ledger to Double

Entry? "What is the final step to place the Ledger in balance? '* Why is the Ledger then in balance?

Miscellaneous.—From what sources do yoi. get tlie information necessary to make out a statement

of the Resources and Liabilities? Could j'ou find your Net Gain or Net Loss if you did not know what

you were worth at commencing? Could yon find your present worth? If in making out the statement

preparatory to changing to Double Entrv, a resource should be omitted, how would it affect the Net

Gain? What entry would be made in the Double Entry books to corre^^^t such an omission?



SPECIAL COLUMN JOURNAL.

' The Special Column Journal is a Journal provided witli speeial or separate eoluinns for tliose ilcms

wliicli occur most fretjuently in tlie business.

' The advantage of using this form of Journal is in the saving of time and labor by not posting to

the accounts the separate items whicli are carried to tlie special columns, ' tlie footings only of these

columns being posted daily, weekly or niontlily; as desired.

' All items for which no special columns are provided are jdaced in the General or Sundries column,

and each item posted separately, as in the ordinary Journal form.

In the form illustrated on page 94 two special columns, Casli and Mdse., are used on each side of

the Journal. ^ The number of special columns is, liowever, not limited. "Any item which occurs with

sufficient frecpiency, either upon the debit or credit side, to make it desirable, may have a sjiecial

column provided for it. In many kinds of business it is desirable to provide a special column for

Exjiense upon the debit side of the Journal.

' The columns are to be footed at the bottom of each page, and proved before being carried forward

to tlie next page. ' The sum of the three columns upon tlie debit side of the Journal must crpial the

sum of the three upon the credit side.

° In extending the amounts, particular care must be exercised, or errors will be made by extending

amounts to the wrong columns. '"'" Tlie Ledger would not lialauce if a special column item were by

mistake placed in the Sundries column, or a Sundries column item in a special column, because in the

first case the amount would be omitted, and in the second case it would be posted twice.

The transactions for the preceding month of January, are used in illustrating this method.

The books to be used are the Special Column Journal, Bill Book and Ledger. The form of the

Journal is illustrated on pages 94-98.

Perform the woi-k from the memoranda, however, consulting the illustrations only when necessary.

The letters J., C. B. and B. B., together with the notes given in the memoranda, apply to the

Single Entry work, and are not to be observed in working. this set.
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JANUARY 3, 188-

1079

65 50

CASH. SUNDRIES. L.F.

690; 3113
6

246 75

li'i 64

13

25

1144 50 1072 77

100

3265

01

93

64

50

34

15

11

11

18

14

15

10

Jas. Jamieson, To Mdse.
27 Broadway.

25 lbs. A Sugar, 10c. , 2.50
4 " J. Tea, 80c.. 3.20

2 " R. Coffee, 24c., .48

Expense, To Cash,
Clerk's Salary.

Cash, To Mdse. '

Sales jier cash drawer.

Mrs. E. Smith, To Mdse.
10 lbs. B. Sugar, 10c., 1

ii " Mackerel, 12c., .61

2 Wood Pails, 25c., .50

Cash, To Wm. Johnson,
Jas. Jamieson,

Rec'd on account.

Mdse. To Bills Payable,
Bo't of II. Gordon & Co., on

note as per B. B., Invoice
No. 4.

Mrs. E. Smith, To Mdse.
2 Wood Pails, 22c., .44

1 Broom, .-25

1 lb. R. Coffee, .24

Cash, To Mdse.
Sales })er cash drawer.

8.

Bills Receivable, To A. Thompson,
Rec'd note on <^c, per B. B.

Wm. Johnson, To Md.so.

50 lbs. B. Sugar, 9^c., 4.75

1 Broom, .25

5 lbs. R. Coffee, 24c., 1.20

2 Wood Pails, 22c., .44

Expense, To Cash,
Coal for office.

10.

Smith, P. & Co.. To Cash,
Paid on "/c.

LP. S0NDBIES. CASH

16

4619

14

65

25

50

100

111

50

50

263
6

46
18

246 75

101

93

127 64

164

653 61
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JANUARY 10, 188-.

SUNDRIES. UF.

1144
31

50
25

107« 77 3365 34

96

31 25

50

25

75 50

10

150

180

358 40

25

25

1207 96 1482 67 3554 64

Mdse. To Geo. F. Doyle,

Bo't on "fc, per Inr. No. 5.

Mdse. To Wm. Jolmson,

4 lbs. R. Coliee returned, 24c.

11.

A. Thompson, To Mdse.
Cash,

10 bbls. Salt, 1.40, 14.

2ch. J. Tea, 70 lbs., 70c., 49.

3 bbls. B. Sugar, 375 lbs.,

lOc, 37.50

Rec'd cash,

Balance on "fc.

25.

75.50

Expense,

12.

To Cash,

Cash, To Mrs. E. Smith,

Rec'd on '^c.

13

Smith, P. & Co., To Cash.
Bills Payable,

Paid on °fc, cash, 50.

Note per B. B., 100.

Win. Johnson, To Mdse.
10 lbs. A Sugar, lOc, 1.

2 " J. Tea. 85c., 1.70

5 " R. Coffee, 22c., 1.10

14.

Mdse. To Geo. F. Doyle,

Bo't on <^c, per luv. No. 6.

Cash, To Bills Eeceivable,

Eec'd of A. Thompson, for his

note due to-day per B. B.

Cash, To Mdse.
Sales per cash drawer.

15.

Geo. F. Doyle, To Cash,

Paid his sight draft.

Expense, To Cash,
Paid Book-keeper's salary.

4717
31

50
25

96

50

100

31 25

4907 46

11150

10

50

25

25

97

653 61

100 50

180

358 40

221 50 111631
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JANUARY 15, 188-.

MDSE.



METHOD OF BOOK-KEEPING

ADAPTED TO THE RECJUIKEIIENTS OF THE

EXECUTOR OF A WILL

The following set is designed to illusti-ate the closing up of the estate of a person deceased by the

Executor of the Will. The Student is supposed to be the Executor, and will act as the personal rep-

resentative of the deceased. He will take possession of all property of whatever character, and, after

discharging all liabilities, will divide the remainder of the estate among the legal representatives of the

deceased, in accordance with the terms of the Will.

The books to be used are the Journal and Ledger.
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APRIL, 188-.

1. You (Student) have been appointed Executor of the Will of the late John 11. Warner. The Will

provides that the widow of deceased, Eliza St. Clair Warner, shall have one-third of all

property belonging to the estate, and that the children, viz: John W., Mrs. Mary Warner
Eoberts, William H., Jennie E. and George S., shall each receive one-fifth of the remainder

of such property.

A schedule of the real and personal estate of the deceased, made by yourself, assisted by Cornelius

Crittenden and Byron Rogers, as appraisers, exhibits as follows {see entry on page 100):

125 acres of land, including buildings, constituting the Homestead, @ 90.00 per acre; 80 acres of

land in Michigan, @. 15.00; 100 Sheep, @ -Z.bO; 4 Work Horses, 100.00 each; 2 Yearling Colts,

40.00 each; 6 Cows, 30.00 each; 5 Hogs, G.OO each; Poultry, estimated at 25.00; Harness,

estimated at 100.00; Machinery and Utensils, estimated at 450.00; Carriage, estimated at

100.00; Household Furniture, estimated at 600.00; Judgment against D. Gray, dated Jan.

16th last, ?4.89; Interest accrued 75 days on above; 12 Water Works 6 <fo Bonds, 500.00 each

at par; Interest accrued on same from Jan. 1 last, 3 months; Note of W. S. Dunn, at 90 days

from March 1 last, with interest, 1500.00; Interest accrued 31 days on above note; Note of

A. B. Enoch, at 90 days from Feb. 20 last, with interest, 225.00; Interest accrued 40 days on

above note; John Lynch owes on "/c, 40.00; William Burke owes on '^c, 23.50; Cash on hand,

125.00; On deposit in Citizens' Savings Bank, 980.00; Interest accrued on above deposit from

Jan. 1 last, 3 months, &t b % per annum.

2. You have ascertained that deceased was indebted to the following persons in the sums namcvl:

James Bryant, on account of Blacksmithing, 43.50; A. B. Enoch, Store account, 79.80;

Patrick Maloy, on account of Ditching, 16.25.

3. Deposit in Germania Bank, cash, 125.00.

•I. Sell this day, at auction, the following personal property: 100 Sheep, @ 2.85 per head, to John
Martin, on his note at 3 mos. with interest, endorsed by Byron Devins, payable at Germania

Bank; 2 Work Horses, 94.00 and 140.00, to Wm. Gray, on his note at 3 mos. with interest,

endorsed by John H, Bly, jjayable at Germania Bank; 2 W^ork Horses, 102.50 and 110.00, to

Jerome B. Stevenson for cash; 2 Yearling Colts, 34.00 and 48.00, to William Fenner, on his

note at 3 mos. with interest, endorsed by Calvin Davis, payable at Germania Bank; 2 Cows,

28.50 and 31.00, to Ira McCall for cash; 4 Cows, 34.00, 33.00, 29.75 and 41.00, to William

Chappell, on his note at 3 mos. with interest, endorsed by Thos. Eddy, payable at Germania

Bank; 5 Hogs, @ 4.50 each, to Samuel N. Messncr for cash; Poultry, to Anson H. Wells for

cash, 24.00.

Harness, to Patrick Murphy, on his note at 3 mos. with interest, endorsed by M. B. Flynn, payable

at Germania Bank, for 88.00; Carriage, to Owen Storrs for cash, 98.00; Farming Vtensils,

bought by John W. Warner and charged to his account, 415.00; Household Furniture, bought

by the widow of deceased and charged to her account, 588.50.

5. Deposit in Germania Bank, cash, 416.50.

6. Pay Jas. Bryant and P. Maloy in full of account, by check on Germania Bank.

9. A. B. Enoch pays his note and interest to date in cash, after deducting the amount due him on '^c.

10. Pay Probate Judge's fee, 50.00, and Auctioneer's bill, 15.00, by check on Germania Bank.

Patrick Murphy offers to pay his note at its face, which offer you accejit.

16. Sell the Water Works Bonds to D. W. Powers for cash at par, with accrued interest added.

Deposit in Germania Bank, cash, 6340.00.

17. Collect amounts due from John Lynch and Wm. Burke, in cash.

18. Wm. H. Warner desiring to purchase the 80 acres of Michigan land at the appraised valuation, it

has been deeded to him and charged to his account.

19. Have the following interest bearing notes discounted at Germania Bank, at 8 ^ discount, and have

the proceeds credited: John Martin's note, 285.00; AVm. Gray's note, 234.00; Wm. Fenner's

note, 82.00; Wm. ChappelFs note, 137.75.

Note.—Get tlie interest on the face of the notes from their date to maturity at 6 per cent., and then discount the

amount at 8 per cent, for the time the notes have yet to run, a mo, 18 days.

20. Mrs. Mary Warner Roberts takes the note of Wm. S. Dunn at its face, with accrued interest, to

apply upon her share in the estate.

Draw amount on deposit in Citizens' Savings Bank, and deposit it, together with the accrued

interest, in Germania Bank.
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21. Pay Jennie E. Warner cash, 50.00.

23. John W. Warner has determined to purchase the homestead farm at the appraised valuation. You
will charge it to his account. Papers are to be executed on the 29th inst.

26. Messrs. Rowley & Johnston, attorneys, have returned the amount collected on the judgment

against D. Gray, 74.89, and interest to date, less their charge for collection, 10.00, and

SheriflE's fees, 5. 75. Eeceive balance in cash.

27. Deposit in Germania Bank, cash, 73.89.

Note.—You may now post and take a Trial Balance (not Balance Sheet), after which close the accounts showing

losses and gains directly into the Warner Estate account.

28. Appropriate, by check on Germania Bank, your fee as Executor of the Will, as provided by law,

viz: 5 jfc on the first 1000.00, 2i^ on the next 9000.00, and 1 i on the balance of the net credit

to the estate, 23,798. 98, not counting the liabilities or expenses. {Debit Warner Estate for

the fees. )

Note.—Post the above entry and each entry hereafter as soon as it is journalized.

Having ascertained the present worth of the estate, as shown by the difference in the Warner

Estate account, debit the Estate and credit Mrs. Eliza S. Warner her one-third, 7721.89,

and the children, John W. Warner, Mrs. Mary Warner Eoberts, Wm. H. Warner, Jennie E.

Warner and Geo. S. Warner, each one-fifth of the remainder, as provided by the Will.

29. John W. Warner has this day executed a mortgage on the homestead farm for the balance due

Mrs. Eliza S. Warner from the estate.

John W. Warner has executed a second mortgage on the homestead to Jennie E. Warner, for the

balance due from him to the estate.

30. Give Mrs. Eoberts, Wm. H. Warner, Jennie E. Warner and George S. Warner checks on Germania

Bank, for amounts due them.

Note.—All of the accounts in your Ledger should now balance.

QUESTIONS FOR REVIEW.

What does the foregoing set illustrate? How is an Executor appointed? What are his duties?

How are his fees computed? How is the amount found upon which they are computed? Why will

every account balance at the close ?



PETTY LEDGER.

' The following set is designed to illustrate a method of book-keeping by which all transient

accounts may be kept without opening them in the principal Ledger.

'An auxiliary Ledger, called the Petty Ledger, is employed, in which all accounts are opened that

are not likely to be permanent, active accounts; and in the principal or main Ledger an account called

Petty Accounts is opened, to represent these transient accounts and to keep the main Ledger in

balance.

' This method saves space in, and facilitates taking a trial balance of, the main Ledger.

The books to be used are the Journal, Bill Book, Petty Ledger and Main Ledger.
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MAY 1, 188-.

i«-J

Commenced tlie Book and Stationery business, with the
following' Resources:

;J^^

.i) ^

(V^ To

J.

•>

Cash,

Expense,
E. W. Hoag,
To Student,

Mdse.
To Fletcher & Co.,

li. 0. Sidway.
To Mdse.

Petty Accounts,
To Mdse.

Cash,
To E. AV. Hoag,

Bills Receivable,

To Mdse.

Cash,
To 1'. A.

Cash,
To Mdse.

Fletcher & Co.
To Bills Payable,

P. A.
To Mdse.

Mdse.
To Barnes & Co.

Atkinson & Bovd,
To Mdse.

Cash,
To R. C. Sidway,

On hand.
Furniture and Fixtures,
Owes on account.
Investment as above,

2.

Bought on account, per Invoice,
No. 1, on file.

2 doz. Rob. Arithmetics, 10.00-20.00,
\h doz. K. Grammars, 9.00-1.3.50,

Sold G. W. Getman, on afc, per P. L.

City Bank,
"o Cash,

Fletcher & Co.

To City Bank,

Cash,

o Mdse.

To apply on account.

Sold Brown, per B. B.,

20 H. S. Dictionaries, 2.25,

Rec'd of G. W. Getman, on acct.,

G.

Sales, per Cash Drawer,

7.

Gave them note to apply on account,
per B. B.,

Sold Marsh & Grant, on account,
per P. L.,

Bought on account, as per Invoice
No. 2,

10.

10 reams Foolscap, 2.25-22.50,
25 M. Buff Envelopes, l.CO-40.00,

To apply on account,

11.

Deposited,

12.

Check to ap[)ly on account,

13.

Cash Sales for tlie day.

Forward,

CASH
KECEIPTS.

1000

100

28 12

15

36

J 184

SONDRIES
DR.

SUNDRIES
CR.

MDSE.
SALES.

200
350

648

33

45

04

175

24

526

62

1550

80

50

40

648 80

100

175

16i

500

350

to

25

50

292430

526 25

15

500

350

33 50

;40

45

28 12

24 75

62 50

36 04

3870 05 23831^2



THEORETICAL AND PKACTICAL BO(.)K-KEEPING. 105

MAY, 188-.

Note.—^The form of Journal illustrated on page 104, you will observe, is provided with additional columns, in

which tbe sales of Mdse. and the leceipts of Cash only are to be entered, the object being to facilitate posting. The
footings of these columns are to be carried forward from page to page until tbe end of the month, and the totals then

fosted to their respective accounts. Post the footing of the Cash Receipts column to the debit of Cash account, and the

footing of the Mdse. Sales column to the credit of Mdse. account. Rule the additional columns in your Journal, if they

are lacking.

1. Commence the Book and Stationery business with the following Resources : Cash ou hand,

1000.00; Furniture and Fixtures, valued at 300.00; E. W. Hoag, City {M. L.), owes on %
350.00.

Note.—Accounts which are to be opened in the Petty Ledger will be indicated in the memoranda by the letters

P. L. , and those to be opened in the Main Ledger by the letters 3L L.

2. Receive from Fletcher & Co., New York {M. L.), a bill of Mdse. bought on "jc, as jier Invoice No.

1, 648.80.

Sell R. C. Sidway, Lakeville {M. L.), 2 doz. Robinson Arithmetic, @ 10.00 doz.; U doz. Kerl's

Grammar, @ 9.00.

3. Sell G. W. Getman, City {P. L.), 6 R. Arithmetic, @ 90c.; 3 Civil Government, @ I.OO. (/. and

P. L.)

Note.—Open an account with Getman in the Petty Ledger before making the journal entry. See form on page 106.

As a matter of convenience the items are entered in the Petty Ledger and omitted from the Journal.

4. Receive cash of E. Vk Hoag on "/c, 100.00. ,

5. Sell R. D. Brown, on his note at 10 days, 20 High School Dictionary, @ 3.25.

Receive cash of G. W. Getman, to apply on "/c, 5.00. {J., and P. L.)

6. Cash sales, as per Cash Drawer, 28.12.

7. Give Fletcher & Co. your note at 15 days, to apply on <^lc, 175.00.

Sell Marsh & Grant, Fairport (P. L.), 10 R. Arithmetic,, @ 90c.; 10 K. Grammar, @ 75c.; 3

Knight's Commercial Law, @ 2.75.

Note.—Make the entry first in the P. L. Give each account in the Petty Ledger one-fourth of a page space.

9. Receive of Barnes & Co., Boston {M. L.), a hill of Mdse. bought on °jc, as per Invoice No. 2,

526.25.

10. Sell Atkinson & Boyd, Eastport {M. L.), 10 reams Foolscap, @ 2.25; 25 M. Buff Envelopes, @ 1.60.

Receive cash of R. C. Sidway on "/c, 15.00.

11. Open an accourt at City Bank and deposit cash, 500.00.

12. Give Fletcher & Co. your check ou City Bank, to apply on "jc, 350.00.

13. Cash sales of Mdse., as per Cash Drawer, 36.04.

15. Give Barnes & Co. your cheek on City Bank, to apply on "/c, 100.00.

17. Receive cash of Marsh & Grant, to apply on <yc, 10.00. /-^ L,

Sell R. C. Sidway, 15 Civ. Gov., @ 1.00; 10 H. S. Dictionary, @ 2.25; 25 gro. D. Pencils, @ 1.75.

18. Receive cash for a note due to-day.

20. Accept Fletcher & Co.'s draft on you at 10 days, to apply on "{c, 50.00.

21. Sell L. Ayrault, Nunda {P. L.), 20 reams Foolscap. @ 2.25; 25 M. White Envelopes, @ 1.75.

22. Buy for cash a draft of 200.00 on Ninth National Bank, Boston, at ^ j?: e.xcliange. Remit tlie

draft to Barnes & Co., to apply on f^c.

23. Receive of Atkinson & Boyd, to apply on "jc, their draft at 1 day's siglit on Marcus Greenfield,

which Greenfield has accepted, 35.00.

24. Sell L. & G. Freeman, City (P. L.), 25 M. B. Envelopes, @ 1.60; 10 reams Foolscap, @ 2.25.

25. Pay your note due to-day in cash. ,

26. Draw a draft at sight on L. Ayrault, Nunda, to apply on '^c, 50.00, and deposit the draft in City

Bank to yotir credit, less cost of collection, 25c. (./. and P. L.)

Buy of Walker, Clinch & Co., City {M. L.), Mdse. as ])er Invoice No. 3, 462.38. Give them your

check on City Bank, 63.38. Balance on "je.

27. Receive casli for an accepttmce due to-day.

28. Sell Atkinson & Boyd, 10 K. Commercial Law, @ 2.75; 20 R. Arithmetic, @ 90c.; 15 H. S.

Dictionary, @ 2.25. Receive in payment, their note at 15 days, 50.00. Balance ou "jc.

29. Receive cash of Marsli & Grant, to balance "jc. \- ^
30. Deposit in City Bank, cash, 300.00. ^-^X^ )

Sell J. J. Sidway, Canton {P. L.), 40 gro. Steel Pens, @ 1.45; 25 gro. D. Pencils, @ 1.75.

31. Credit D. W. Clark, Book-keeper [P. L.), Iiis salary for the month, 50.00.
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FORM OF PETTY LEDGER ACCOUNTS.

G. W. GETMAN, City.

188-
May 6 Rob. Arith., 90c.

3 Civ. Gov't, 1.00
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After proving the Petty Ledger, make out a Balance Sheet from the Main Ledger, and close the

accounts showing losses and gains, preparatory to taking a partner June 1st. The results shown by

your Balance Sheet should be as follows:

SUMMARY, MAY 31, 188-.

Total Resources, 24C7 56

" Liabilities,- 750 05

Present Worth, 1717 51

Total Gains, 218 26

" Losses, 50 75

Net Gain, 167 51

JUNE, 188-.

1. Admit F. E. Craigie as a partner, with a cash investment equal to your present worth.

2. Sell Baker Bro's, Ridgeway (/*. L.) b Rob. Arithmetic, @ 90c.; 10 K. Grammar, @ 75c.; 5 reams

Foolscap, @ 2.25.

Deposit in City Bank, cash, 1500.00.

Pay your acceptance due to-day in cash.

3. Receive R. C. Sidway's check on Farmers' Bank, Lakeville, to balance his ^c.

4. Sell W. & E. Palmer, Havana {P. L.), 25 M. White Envelopes, @ 1.75; 25 Civ. Government, @
1.00; 20 gro. D. Pencils, @ 1.75.

Deposit Sidway's check rec'd 3d inst. in City Bank,. less collection, 25c.

x^ 5. Receive cash of L. & G. Freeman in full of "/c- {-'

6. Pay D. W. Clark, Book-keeper, cash to apply on last'montli's salary, 25.00.

Note.—Debit Petty Accounts instead of Expense. See entrj' May 31.

7. Sell G. W. Getaian, 20 M. Buff Envelopes, @ 1.60; 15 H. S. Dictionary, @ 2.25; 10 Com. Law,

@2.7o. r^
8. Receive from Fletcher & Co., New York, a bill of Mdse. bought on "fc per Inv. No. 4, 268.60.

9. Cash sales, per Cash Drawer, 52.94.

-X 10, The draft drawn on L. Ayrault, May 26, has been returned unpaid. Protest fees, 1.25. Give^

City Bank your check to take up the draft, 51.25. K^.^.^

Note.—Charge the fees to Ayrault, it having been agreed that you should draw upon him at that time.

11. Receive cash of E. W. Hoag on «/;, 150.00.

Give AValker, Clinch & Co., your note at 10 days, payable at City Bank, to apply on "fc, 200.00.

13. Sell R. C. Sidway, 500 gro. Crayon, @ lie; 50 reams Letter Paper, @ 2.10.

Deposit cash in City Bank, 250.00. '' '^^^\ t--</-

14. Receive cash of G. W. Getman on "Yc, 25.00.

Sell R. W. Howard, Bluff Point {P. L.), 10 Com. Law, @ 2.75; 15 M. Buff Envelopes, @ 1.60;

12 K. Grammar, @ 75c.

15. Receive cash for a note due to-day.

Cash sales, per Cash Drawer, 21.50. ^
16. Sell G. W. Getman, 10 reams Letter Paper, @ 2.10; 200 gro. Crayon, @ lie.

f^^-'
Buy of Walker, Clinch & Co., Mdse. per Livoice No. 5, 689.32. Give them in payment, check on

City Bank, 289.32: your note at 60 days for balance, payable at City Bank.

17. Receive from Baker Bro's, a Postal Money Order, to apply on "jc, 10.00. y :

18. Buy at City Bank, by check, a draft on the Ninth National Bank of Boston, 226.25, at \ ^
exchange, and remit the draft to Barnes & Co., to balance '^c.

19. Transfer G. W. Getman's account to the Main Ledger, it having proved to be a jiermanent and

active account. HELi. . /\Aa>\
Note —' Close the account in the P. L. Say, on the credit side, Bal. to M. L. Then make an entry in the Journal:

G. W. Getman, To Petty Account.s.

20. Receive of Atkinson & Boyd, their note at 45 days, to balance °jc, 56.75.

Buy of Stein & Co., City {P. L.), one Show Case for Store, 35.00.

21. Receive from W. & E. Palmer, to apply on "fc, their sight draft for 50.00 on Farley & Ferguson,

which F. & F. pay by their check on Commercial Bank. \^' x~^

Sell Findley & Morris, Groveland {P. L.), 5 gro. Steel Pens, @ 1.45; 10 R. Arithmetic, @ 90c.

22. Student draws cash for private use, 50.00.
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22.

23.

24.

25.

26.

27.

28.

29.

30.

Sell Atkinson & Boyd, 25 K. Com. Law, @ 2.75.

Receive cash of L. Ayraiilt to balance "/c, 90.00.

Your note due to-day a-t City Bank has been charged to your account.

D. W. Clark draws balance of last month's salary in cash, 25.00. \_ ';,—

.

Receive from Barnes & Co., a bill of Mdse bought on % per Invoice No. 6, 822.48.

Sell Alfred Carter, Newport (P. L.), 20 reams Letter Paper, @ 2.10; 25 M. White Envelopes, (g,

1.75. Receive in payment, cash, 45.00. Balance on "]c.

Receive cash of J. J. Sidway on «/<•, 58.00. *^ "^
Sell Frank Siddons, City (P. L.), 1 Com. Law, 3.00; 1 R. Arithmetic, 1.00.

Pay Fletcher & Co.'s sight draft on you by check on City Bank, 73.80.

Sell G. W. Getman (J/. L.), 25 Civ." Government, @ 1.00; 10 Com. Law, @ 3.75.

F. E. Craigie draws for private use, by check on City Bank, 50.00.

Give D. W. Clark credit for his month's salary, 50.00.

INVENTORIES, JUNE 30, 188-.

MERCHANDISE.—Per Inventory Book, --- - 2452 38

EXPENSE.—Furniture and Fixtim 235 00

Rule and foot the Journal and post' the month's business. Remember that the footings only of

the Cash Receipts and Mdse. Sales columns need be posted. After you have completed the posting,

prove the Petty Lodger, as instructed for last month. The accounts in the Petty Ledger need not be

closed. Make out a Balance Sheet and close the accounts in the Main Ledger.

Net Gain for the month, -- --- 202 72

Balance of Petty Accounts. - 147 25

'Another method of keeping transient accounts is to open in the Main Ledger an account called

"Miscellaneous Accounts," or some other appropriate title, under which all accounts not likely to be

permanent, active accounts may be placed, instead of keeping them in a Petty Ledger, as illustrated

below.

MISCELLANEOUS ACCOUNTS.

188-



CASH METHOD.

' The method illustrated in the following set combines the Day Book, Journal and Cash Book in

one hook, called the Cash Journal, oi- simply Journal, in which book all entries are to be made, whether

cash forms any part of the transaction or not.

' This form of book-keeping is best adapted to a business in which the transactions are mainly for

cash.

'The principal advantages of the method are, that it employs a less number of books, and saves

time and labor in posting cash.

RULES FOR CASH METHOD.

. Decide what the journal entry would be for the transaction in the ordinary form, then:

First.—* If Cash be the only debit, enter all of the credit items on the left side, which debits
Cash.

Second.—* If Cash be the only credit, enter all of the debit items on the right side, which credits

Cash.

Third.—^ If the entry consists of several debits and credits, one of which is Cash, having out the

Cash, enter all the debits on the right side, which credits Cash, and enter all the credits on the left

side, which debits Cash. The difEerence will show the cash received or paid out.

Fourth.—' If no Cash is involved in the transaction, enter the credits on the left side and the

debits on the right side. The footings of the two sides will thus be increased equally, and tlie balance

of cash wiU remain unchanged.

The books to be used in this set are the Cash Journal and Ledger.
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MONDAY, JULY 5, 188-.

Student and E. A. Wooden form a copartnership to engage in business as private Bankers and

Brokers, in accordance with copartnership articles executed this day. The gains and losses are to be

shared in proportion to tlie investment.

Student invests cash, 20,000.

Make the entry on the left side of the Journal, which credits Student and debits Cash. See form on page 110.

E. A. Wooden invests cash, 30,000. {Same as 2}>'evious entry.)

Remit by express, to Bank of Commerce, New York, for your credit, cash, 15,000.

Make the entry on the rig?U side of the Journal, which debits Bank of Commerce and credits Cash.

Receive cash of II. E. Sankey on deposit, 3000.

Make the entry on the left side, which credits Sankey and debits Cash.

Remit by express, lo Merchants' Bank, Boston, for your credit, cash, 10,000.

Entry on j-ight side of Journal.

Pay H. E. Sankey's check on you in cash, 500.

Entry on right side, which debits Sankey and Credits Cash.

Receive cash of J. W. Gardner on deposit, 3000.00.

Discount for C. G. Teall a note made by R. N. Smith, 2500.00. Discount, 9.60. Pay him the

proceeds in cash, 2490.40.

Enter Bills Receivable. 2500, on the right side of the Journal, which debits Bills Receivable and credits Cash 2500.

Then enter Discount, 9.60, on the left side, which credits Discount and debits Cash 9.60. Cash having been thus credited

2500 and debited 9.60, the 7Ut credit to Cash is 2490.40, as shown by the difference, the actual amount of cash paid out.

Pay J. W. Gardner's check on you in cash, 300. 00.

Pay express charges on remittances to New York and Boston in casli, 2.50.

The Journal is now to be balanced for the day, as shown on pages 110-111. ' It will be apparent

that the footings of the Journal cannot exhibit the actual amount of cash received and disbursed, since

in many of the entries a jiart only is cash, and in others no cash whatever is involved.

' The footing of the left side of the Journal represents the total credits of tlie business, except the

credit of cash; "the footing of the right side the total debits of the business, except the debit of cash;

" the difEerence between these footings must therefore exhibit the excess of cash received or paid out

during the day. " The balance for the previous day being added to the footing of the left side of the

Journal, the difEerence between the sides will then show the cash on hand.

After balancing the Journal, post the day's business. Give each account one-fourth of a page

space. '' In posting, credit all of the items upon the left side, and debit cash with the total of these

items. The debit and credit sides of the Ledger are thus kept equal. Debit all of the items upon

the 7-'ight side, and credit Cash with the total of these items. Here again equal debits and credits are

posted to the Ledger.

You may omit the explanations from the Ledger in posting this set. The work of Monday and

Tuesday is posted in full below.

STUDENT.

188-

July 110 20000

E. A. WOODEN.

188-

July 111
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J. W. GARDNER.
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TUESDAY, JULY 6. 188-

Pay H. E. Sankey's clieck in cash, 356.45.

Sell M. r. Reynolds your sight draft on Bank of Commerce, 2000, at ^ ^ exchange, 5.00. Receive

cash, 2005.00.

Credit Bank of Commerce and Exchange on the left side of the Journal, which debits Cash.

Btty of Cook & Co., 50 shares N. Y. C. & H. R. R. R. Stock, @ 125.00 i^er share. Pay for same

by check on Merchants' Bank.

Debit N. Y. C. & H. R. R. R. Stock on the right side of the Journal, which credits Casli. Credit Jlcrchants' Bank

on the left side, which debits Cash. The amount of 6350 having thus been entered on each side of the Journal, thfc

balance of Cash remains unchanged by this entry.

Receive cash of J. W. Gardner on deposit, 600.00.

Discoitnt, for H. E. Sankey, Benj. Yv\ Craig's acceptance, 2000.00. Discount off, 5.75. Pay liim

cash, 1000.00, and place the balance to his credit. {See Rule Third, on page 109.)

Accept H. Sibley's draft on E. A. Wooden, for private "/c, 500.00. {See Rule Fourth, page 109.)

Sell 20 shares N. Y. C. & H. R. R. R. Stock, @ 130.00 per share, and receive cash.

You may now balance the Journal and post the day's work, as instructed for yesterday. " You

will observe that the cash on hand for Monday is carried to the second column of the Journal in

bringing the balance down on Tuesday, "so as to avoid including it in the footing of the items of

Tuesday's business; otherwise Cash account would be again debited for the net receipts of the previous

day.

WEDNESDAY, JULY 7, 188-.

Remit cash to Bank of Commerce, Kew Y'ork, by express, 10,000. {Rule Second, page 100.)

Receive cash of H. E. Sankey, on deposit, 375.00. {Rule First, page 109.)

Pay J. W. Gardner's check in cash, 76.25. {Rule Second, page. 109.)

Sell 10 shares N. Y. C. & H. R. R. R. Stock for cash, @ 130.00. {Rule First, page 109.)

Discount, for Rob't C. Foy, Wells Bro's note, 800.00. Discount off, 3.27. Pay proceeds in cash,

796.73. {Rule Thira, page 109.)

Buy for cash, 25 shares Park Bank Stock, @ 145.00. {Rule Second, page 109.)

Receive cash of XL C. Griffiths, on deposit, 1500.00.

Sell Geo. Archer your sight draft on Bank of Commerce, 1000.00. Excliange I fo, 2.50. Receive

cttsh, 1002.50. {Rule First, page 109.)

Discount, for J. W. Gardner, Caring & Reed's note, 600.00. Discount off, 1.51. Proceeds placed

to his credit, 598.49. {Ride Fourth, page 109.)

Pay Express charges on remittance to Bank of Commerce in cash, 1.75.

Y"ou may now balance j-our Journal. There should be eight entries on the left side and six on the

right side. The balance of cash on hand should be 20,293.42. Pdst the day's business, and then take

a Trial Balance. If correct, it should correspond with the following:

TRIAL BALANCE, JULY 7, 188-

Student, . . . -

E. A. Wooden,
H. E. Sankev, -

J. W. Gardner,
Discount, - - - -

Cash, - - . . .

Bank of Commerce,
Merchants' Bank, -

Bills Receivable, - - -

Expense,
Exchange, - - - -

Bills Pavable, - - - -

N. Y. C". & H. R. R. R. Stock,

H. C. Griffiths,

Park Bank Stock,
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THURSDAY, JULY 8, 188-.

Sell 10 shares Park Bank Stock for cash, @ 150.00.

Pay H. C. Griffitlis' draft on you, 500.00, less discount, 2.25, by check on Merchants' Bank, 497.75.

{Rule Fourth, page 100.)

Receive cash on deposit of E. J. Howard & Co., 1275.00.

Buy of Reed & Hill, GO shares IS^. Y. C. & H. R. R. R. Stock, @ 124^. Pay for same "by check on
Merchants' Bank, 3000.00. Balance in cash. {Rule Third, page 109.)

Student appropriates cash for private use, 500. 00.

Sell J. W. Gardner your sight draft on Bank of Commerce, Now York, 3500.00, at J,'* exchange.

Receive his check on you in payment. {Rule Fourth, page 109.) '

Pay sundry items of Telegraphing in cash, 1.45.

Receive cash on deposit of 11. E. Sankey, 2350.00.

Pay your accejitanee of Gth inst. in cash, 500.00.

Draw a sight draft on Bank of Commerce, 7500.00, and remit it to ilerchants" Bank for your
credit. {Rule Fourth, page 109.)

Pay Howard & Co.'s check in cash, 100.00.

Discount for J. W. Gardner his accommodation note, endorsed by Lee & Parker, payable at Bank
of Commerce, New York, 1500.00. Discount off, 15.75. Proceeds to his credit.

Sell 30 shares N. Y. C. & H. R. R. R. Stock to Morgan & Reeves, @ 120i. Receive in payment,
their check on Fourth National Bank, New York, and remit same to Biuik of Commerce, for your
credit.

Balance your Journal, and post the day's business. There should be twelve entries on the left

side, and ten on the right side. The casli on hand should ho 19801.97.

FRIDAY, JULY 9, 188-.

Receive cash of R. N. Smith, for his note, 2500.00. •

Accept E. J. Howard & Co.'s draft, in favor of H. C. Griffiths, to a]iply on "/c, 850.00.

Sell H. C. Griffiths, your sight draft on Bank of Commerce, 1500.00, at i 'jt, exchange. Receive in

payment, cash, 800.00; his check on you for the balance.

Receive cash of J. W. Gardner, on deposit, 2Go.50.

Sell Wm. Smith, 15 shares Park Bank Stock, @ 150.00. Receive cash, 550.00, and his note for

the balance.

Pay H. E. Sankey's check in ctish, 876.44.

Receive on deposit, of 0. B. Welch, cash, 500.00, and issue him a Certificate of Deposit. {Credit

Certificate of Deposit instead of 0. B. Welch.)

Have J. W. Gardner's note for 1500.00, rec'd yesterday, re-discounted at Bank of Commerce.

Discount off, 10.25. Proceeds to 3-our credit.

Receive cash of H. C. Griffiths, on deposit, 200.00.

Protest Caring & Reed's note, 600.00, rec'd 7th inst., for non-paym nt. Pay the Notary Public's

fees in cash, 1.35. {Debit Protested Paper, 601.35. and credit Bills Receivable, 600.00.)

Sell H. E. Sankey 40 shares N. Y. C. & H. R. R. R. Stock, @ 128. Receive his check on you,

3120.00, and his check on Chemical National Bank, New York, for the balance.

Receive cash of E. J. Howard & Co., on deposit, 2500.00.

Receive cash of "Wells Bro's, for their note, 800.00, and interest on same, 4.25.

Balance your Journal and post the day's business. Cash on hand, 29103.93.

SATURDAY, JULY 10, 188-.

Receive cash on deposit of E. J. Howard & Co., 275.00.

Discount, for L. D. Briggs, Alonzo Stebbins' note, 890.00. Discount off, 17.80. Give him draft

on Bank of Commerce for 500.00, at \fv exchange, and i)ay him the balance of the proceeds lu cash.

Pay H. E. Sankey's check in cash, 317.28.

Buy 100 shares Western Union Telegrai)h Stock, @ 98f. Give in payment, Wm. Smith's note,

rec'd yesterday, 1700.00, less discount, 12.75; your check on Merchants' Bank, GOOO.OO, and cash for

the balance.

J. W. Gardner, for whom you discounted Caring & Reed's note, protested yesterday, takes u[) the

note by his check on you, 001.35.
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Eeceive cash of II. E. Sankcj, on dejiosit, 2000.00. Issue him a Certificate of Deposit for 1000.00,

and jilace the balance to his credit.

Sell H. C. Griffiths, 50 shares W. U. Telegraph Stock, @ lOlJ. Receive in payment, yoiu
acceptance of yesterday in his favor, 850.00, less discoTint, 11.83; a sight draft on Importers and
Traders' Bank, j^ew York, 1648.84; his check on you, 496.25; and currency for the balance.

Receive cash of J. W. Gardner, on deposit, 1750.00.

Remit to Bank of Commerce, for j-our credit, the check on Chemical Xational Bank recM yester-

day, 2000.00, and the draft on Importers and Traders' Bank rec'd to-day, 1648.84.

Sell for cash, 25 shares W. U. Telegraph Stock, @ lOOi.

Benj. W. Craig i)ays his acceptance rcc"d Gth inst., 2000.00, and interest on same, 6.00, as follows:

His check on Monroe Savings Bank, 1000.00; your Certificate of Deposit issued yesterday to O. B.

Welch, 500.00; and currency for the balance.

Balance your Journal. Cash on hand, 34350. 69. After posting the day's business, make a Balance

Sheet and close the Ledger.

INVENTORIES, JULY 10, 188-.

30 shares N. Y. C. & II. E. R. E. Stock, @ 124^
25 ••' W. U. Telegraph •• _._ _.. @ 98J

Net Gain of Firm, 754.31. Present Worth of Firm, 49,754.31.

Note.—Remember, in making the Summary and in closing tlie Loss and Gain account, that the Xet Gain is lo be
shared by the proprietors in proportion to tlieir investments. Hand to llie teacher a proof of the balances biought down
in closing the Ledger. Also present your books for inspection, and be prepared upon the following

.

QUESTIONS FOR REVIEW.
I'age 109.—' Define the Cash Method. ' To what kind of business is ii best adapted? = What are

its prineif)al advantages? * For transactions in which Cash is the only debit, how is the entry to be

made in the Cash Journal? * How if Cash is the only credit? " How if there are several debits and
credits, one of which is Cash? ' How if no Cash enters into the transaction?

Page 112.—*Why do not the footings of the Journal show the cash received and disbursed? ' What
does the footing of the left side represent? '"The right side? " What will the difference between
these footings represent? "How is tlie balance of cash on hand found? "Explain the manner of

posting and how tlie Ledger is kept in balance.

Page 114.—"In bringing down the balance of the previous dav, to which column is it carried?

"Why?



SHIPPING AND COMMISSION

' Tliis set is designed to illustrate a general liusiness in shipping property to and receiving jirojierty

from other parties, to be sold on commission.

'In addition to the Journal, a Commission Sales Book and Cash Book are to he kept as
"'

i)rincij)al

books. ' Those entries only which pertain to consignments are to Ije made in the Sales Book. '' Entries

involving cash are to be made in the Cash Book. "All other entries are to he made in the Journal.

The simpler forms only of Commission Sales Book and Cash Book are illustrated in this set.

Special columns may s(nnetimcs be profitably introduced in these books, and when found advan-

tageous, they can easily l)e added to meet the requirements of any ]iarticular branch of the Commission

business.

Note.— Before proceeding with the month of September, study carefully the following explanations.

SHIPMENTS.
Dr.

'Shipment is debited at the time the property is

shipped, for its estimated value ( usually its cost ),

and for all expenses.

Cr.

" Shipment is credited at the time of receiving

an account sales, for the net proceeds.

" When property is shipped to be sold on commission, the person who ships it opens an accoxtnt

wpon his books with " Shiiunent," to repi'esent the property whicii has i)assed from hia possession, but

not from his ownershiji. '"To distinguish different shipments, the name of the ]>lace or jiarty is

generally tised with the number of the shijuncnt, thus: "Shipment to Detroit, No. 1." "Shipment

to Brown & Co., Baltimore, No. 3," etc. "The person who ships the projicrty is called the "Con-
signor."' '"After the property has been disposed of, a statement showing the sales and all the charges

is rendered to the Consignor. Such a statement is called an "Account Sales." "The difference

between the sales and all the charges is called the " Net Proceeds." "After the Shipment has been

credited with the net proceeds, it will show either a gain or a loss. '''If a statement of the business

were to be made before receiving an account sales, the value of the sliipment wmild be treateil as a

resource inventory.

CONSIGNMENTS.
Dr.

'"Consignment is dcliited for all charges ]i;iid

when the property is received, and a.lso for all

subsequent charges, and for the net proceeds at

the time of rendering the account sales.

Cr.

" fionsignment is credited fm- all .sales of jirop-

erty l)elonging to it.

"When property is received to be sold on commission, the party receiving it ojiens an account

njion his books with "Consignment," to represent the property which has come int.) his possession,

but not his ownersliip. '" To distinguish different consignments, the name of the Consignor is gener-

ally used and the number of the consignment, thus: "J. D. AVinslow's Consignment No. 2," etc.

""The party who receives the property is called the "Consignee." "'After the closing entry has been

made, debiting the consignment for the final charges and net proceds, the consignment will balance.

""If a statement of the business were to be made Ijefore closing the consignment, and the charges ujion

it tp the time of the statement exceeded the sales, the difference would be a resource. "'If the sales

exceeded the charges, the dilTereuee would be a liability.
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CASH BOOK.

SEPTEMBER, 188-.



188-

Sept. 2

3

5

6

10

THEOKETICAL AND PKACTICAL liOOK-IvJSEPlNG.

CASH BOOK.

SEPTEMBER, 188-.

V
SUNDKIES TO CASH.

Hamlin's Consignment, Freiglit,

Expense, Office Books,

Shii)'t to L. Coleman, Cartage,

Foster Bro's C'onsignment, Freight,

Welch Bro's, On account,

Balance, On hand.

05

18
5

50
200

lO

121

338
3628

3907

75

25

188-
Sept. 10 Cash,

LEDGER.

WELCH BROS.

200

188-
Sept. 3 Mdse. 400

STORAGE.

188-
Sept. Hamlin's Con. 10

COMMISSION.

188-
Sept. Hamlin's Con. 34

WM. D. HAMLIN.

188-

8eiit. Hamlin's ( 'on. 1 1 ill

188-1

Sept. G Hamlin's Con.

HOYT.&. EATON.

282

BILLS PAYABLE.

188-

Sept. Mdse. COO

SHIPMENT TO L. COLEMAN, Bay View.

188-
Sept. Sundries, 505
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SEPTEMBER, 188-.

1. Commence a general Shipping and Commission Business, investing casli, 3500.00. (C B.)
2. Receive from Wm. D. Hamlin, Laporte, to sell on his account, 1000 bu. White Oats. Pay Freight

on same in cash, 65.00.

Note.—Enter in Sales Book and Cash Book, and check the entries. See form of Sales Book on pages 118-119, form
of Cash Book on pages 120-131. Give each Consignment one-lhird of a page space in the Sales Book. Cash is

checked in the Sales Book and omitted in posting, because the entry in the Cash Book credits Cash; and
Hamlin's Consignment is checked in the Cash Book and omitted in posting, because the entry in the Sales Book
debits Hamlin's Consignment; otherwise these amoimts would be posted twice.

3. Sell M. B. Steele, ou a/c, from Hamlin's Consignment, 400 bu. W. Oats, t@, 45c. (.S". B.)

Note.—Making this entry'on the right hand side of the Sales Book credits Hamlin's Consignment and debits ]M. B.

Steele, same as in the Cash Method.

Buy of Welch Bro's, 500 bbls. Apples, @ 2.00. Give them in pavment, your note at 10 days,

600.00. Balance on a/c. (/.)

Pay cash for set of Office Books, 18.75. {C. B.)

5. Ship L. Coleman, Bay View, to be sold on your account, 250 bbls. Apjiles, @ 2.00. Pay Carta<Te

on same in cash, 5. 00. (J. and C. B.
)

Note.—Check Cash in the Journal and Ship't to L. Coleman in the Cash Book. For explanation see note uader
Sept. 2d, above.

6. Receive from Foster Bro's, Carthage, to sell on their account, 500 bu. Red Wheat. Pay Freight
on same in cash, 50.00. {S. B. and C. B., and check the entries.)

Sell Hoyt & Eaton, on ale. from Hamlin's Consignment, 600 bu. W. Oats, @ 47c. {S. B.)

Close Wm. D. Hamlin's Consignment, and render an account of same. Storage, Ic. per l)u., 10.00;

Commission, 2 ^ on sales, 9.24. Wm. D. Hamlin's net proceeds to his credit, 377.76. (X B.
See form of Account Sales on last ^mges of the text book.)

Note.—Rule a sheet of foolscap paper, and write up the form of this Account of Sales. See illustration as above.

Rule up the Consignments in the Sales Book as soon as they are closed.

8. Sell for cash, 50 bbls. Apples, @ 2.25. (C. B.)'

Receive from Harding & Lee, Salem, to sell on their account, 400 blils. F'lour. (.S". B.)

9. Receive cash of M. B. Steele, on «/f. 80.00. {C. B.)

Sell Geo. Gould, for cash, from Foster Bro's Consignment, 200 bu. R. Wheat, @ 1.37^. {S. B.

and 0. B.)

10. Pay Welch Bro's, cash on "/c, 200.00. {C. B.)

Sell M. B. Steele, on <^c, at 10 days, from Harding & Lee's Consignment, 100 bbls. Flour, @ 7.75.

(-S-. B.)

You may now balance your Cash Book, after which post the foregoing entries. Post from the

Journal as heretofore. "Post from the Cash Book and Sales Book as instructed for the Cash Method;

that is, all items on the left side are to be credited, and all on the right side debited. You need not in

this set, however, open in the Ledger a Cash account nor accounts with Consignments. ' Wlien

taking a Trial Balance, carry to it the balance of cash on hand, as shown by the Cash Book, and the

balances of all unclosed Consignments, as shown by the Sales Book. All items that are checked are

not to be posted. In posting the items not checked, use tlie Ledger folio as a check mark. G've each

account one-fourth of a page sjiace.

Commence with the Cash Book, and complete the posting from that book; then follow with the

Sales Book in same manner, and then with the Journal. The datc« will not come in regular order in

the Ledger by this method of posting, bur this is not material. After you have finished posting from

all of the books, your Ivedger ticcounts should agree with those given on pages 120-121.

Take a Trial Balance, and it should agree with the one given on next page. The debits and

credits in Foster Bro's Consignment and Harding & Lee's Consignment being unequal, as shown by

your Sales Book, it becomes necessary to enter them in the Trial Balance; also enter in the Trial

Balance the balance of cash on hand, as shown by the Cash Book.
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TRIAL BALANCE, SEPTEMBER 10, 188-.

Student, ------
Mdse. - - - -

M. B. Steele, - -

Expense. - - - -•

Welch Bro's,

Storage, -.------..
Commission, -----
Wm. D. Hamlin,
Hort & Eaton. -----.---.
Bills Payable,

Sliip"t to L. Coleman, Bay View, ------
Foster Bro's Con. -.--
Harding & Lee's Con. --------
Cash, - - - - - - -.- - - -

1000
955
18

200

im

505

3628 5

3500
612
80

400
10
9 '24

76

600

224

6589
i

00 Ij 6589 00

50

50

After completing the Trial Balance, continue the business, making the entries for the following

transactions in the various books as heretofore instructed.

SEPTEMBER, 188-.

11. Receive cash of Hoj-t & Eaton, on % 182.00.

Buy of Jas. P. King, on ajc, 300 bu. Potatoes, @ 65c. (/.)

Pay cash for Cooperage on Flour belonging to Harding & Lee's Consignment, 3.75. {S. B. and
C. B., and check the entries.)

12. Sell P. J. Gibson, for cash, from Foster Bro's Consignment, 300 bu. R. Wheat, @ 1.37t. {S. B.

and C. B., and check.)

Close Foster Bro's Consignment, and render an account of same. Storage, 2^c. per bu., 12.50;

Commission, 2jfc on sales, 13.73. Net proceeds lemitted in cash, 610.02. {S. B. and C. B.;

check 610.02.)

13. Receive from L. Coleman an account of the shipment made him 5th inst., with cash for your net

proceeds, 634.50. {C. B.)

Student draws cash for private use, 50.00.

Sell J no. Howe, from Harding & Lee's Consignment, 100 bbls. Flour, @ 8.00. Receive cash,

300.00. Balance on ojc at 15 days. {S. B. and C. B.; check 300.00.)

15. Ship A. G. Xiles, Evansville, to be sold on your account, 200 bu. Potatoes, @ 65c. Pay Cartage

in cash, 3.25. . (/. and C. B.; check 3.25.)

Note.—Write up on foolscap paper the form for tliis Invoice of Shipment. See Business Forms, on last pages of

the text book, for illustiation.

Pay Book-keeper cash, to apply on Salary, 25.00.

Remit Harding & Lee, for cash sale made from their Con. 13 inst., 300.00. {S. B.. C. B. and check.)

16. Pay your note due to-day in cash, 600.00.

18. Receive from Henry Benson, Seneca, to sell on his account, 500 doz. Eggs. Pay Express charges

in cash, 6.25.

Note.—The letters indicatins the books will hereafter be omitted. Remember to check Cash whenever it is debited

or credited elsewhere than in the Cash Book, and to check Consignments if debited or credited elsewhere than

in the Sales Book.

19. Remit Wm. D. Hamlin cash in full for his net proceeds, as per Account Sales 6th inst., 377.76.

Sell for cash, 50 bu. Potatoes, @ 75c.

Pay J. P. King cash on % 50.00.

Sell to Geo. Lacy, lor casli, from Benson's Consignment, 200 doz. Eggs, @ 18c.

20. Sell W. D. \'ance, on his note at 30 days, from Harding & Lee's Consignment, 200 bbls. Flour,

@ 8.00.

Close Harding & Lee's Consignment, and render an account of same. Storage, 8c. per bbl.

;

Commission, 2^ of sales. Balance to Harding & Lee's credit due by equation Oct. lOtli.

Note.—You are required to work this equation to verify the result as given above. See yoiu' Arithmetic for

instruction m Equation of Accounts.

Receive cash of M. B. Steele, in full of % 875.00.
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.

You may now balance your Cash Book. Cash ou hand, 4078.97. Next post the foregoing entries

from the various books, as instructed on jiage 122, after which take a Trial Balance. Remember that

Cash and all unclosed Consignments must be entered in the Trial Balance before it will prove.

In the Trial Balance given below, a portion only of the amounts are extended, the student being

required to complete the extensions, as well as to verify those which are given, from his own books.

After completing tlie Trial Balance, continue the business to the end of September, when you will

make out a Balance Sheet and close the Ledger.

TRIAL BALANCE, SEPTEMBER 20, 188-.

Student, ....
Mdse. . . . . -

Expense, - - . .

Welch Bro's, . . . .

Storage,-----
Commission, - - - -

Hoyt & Eaton, - . -

Ship't to L. Coleman, Bav View,
J. P. King, - - - -

Harding & Lee, - - - -

J. Howe, - - - -

Bills Eeceivable, - . -

Ship't to A. G. N"iles, Evansville.

Henry Benson's Con. - - -

Cash,

50
1195

505

133

4078

3500
780

54 I 50

8G

G34

47

50

8037 97 8037 97

SEPTEMBER, 188-.

21. Ship Wells & Co., Argyle. to be sold on your account, 100 bbls. Apples, @ 3.00.

22. Receive from Lester, Hall & Co., Brantford, to sell on their account, 200 bu. Clover Seed. Pay

Freight in cash, 15.00.

23. Receive from A. G. Niles an account (.)f tlie sliiimiciit made him l.">t]i iiist. Net ])roceeds placed

to your credit, 121.7.").

Receive cash of Jno. Howe, on "/c, 300.00.

24. Remit Harding & Lee cash, for balance due them on their Consignment, 2775.75, less discount to

equated time of payment, Oct. 10.

Receive from Wm. D. Hamlin, to sell on his account (2d Consignment), 3000 Ini. White Wheat.

Pay Freight in cash, 330.00.

25. Buy of Thos. C. Jennings, on your note at firt days, 800 bu. Corn, @ 7pc.

Pay Welch Bro's cash, in full of "/c, 200.00.

Sell French & Sweet, for casli, from Lester, Hall & Co. 's Consignment, 100 l)u. Clover Seed,

@ 5.00.

Close Lester, Hall & Co.'s Consignment (100 bu. Clover Seed remaining unsold), and render an

account of same. Storage, 2^c. per bu., 5.00; Commission, 2 ^ of sales. Net proceeds

remitted in cash, 470.00.

Note.—Make a memorandum simply, on tlie crcilit side of tlie Consignment, of the 100 Im. unsold. Next close

and rule up the Consignment, and tUtn enter, below the ruling on the debit side, the memorauduui of the 100

bu. unsold.

26. Sell for cash, 50 bu. Potatoes, @ 78c.

Ship 0. W. Sears, Branchport, to be sold on your account, 800 bu. Corn, @ 70e. Pay Insurance

5.00, and Labor on same, 3.10 in cash.

27. A. G. Niles remits you cash, to balance his "/c, 121.75.

Pay cash for re-packing 300 doz. Eggs belonging to Benson's Consignment, 1.25.

Pay J. P. King cash on a/c, 45.00.

28. Sell Jas. Barger, for cash, 285 doz. Eggs, from Benson's Consignment, @ 17c.

15 doz. Eggs belonging to Benson's Consignnient were broken.

Close Benson's Consignment, and render an account of same. Commission, 2;^ of sales. Net

proceeds remitted in cash.
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38. Sull M. B. Steele, on «/f, 100 bbls. Api)les, @ 2.40.

Prepay your uote of 25tli inst,, favor of Thos. C. Jeunings, in casli, lessdiscoimt.

29. Sell Scott & Trevor, on their note at 15 days, from Ilamliu's Con. No. 2, 250 l.u. W. Wheat,
@ 1.25.

30. Receive from Wells & Co. an account of the shipment made them 21st inst. Net i)roceeds

remitted iu casii, 224.50.

W. D. Vance prepays his note of 20th inst. in casli, less discount.

Sell Chas. 6. Nixon, from Lester, Hall & Co.'s Consignment, 100 bu. Clover Seed, @ 5.00. Receive

his check on Bank of Republic, 200.00. Balance on "/c.

Close Lester, Hall & Co's Consignment, and render an account of same. Storage, 2Jc. jier bu.,

2.50 ; Commission, 2 ^ of sales. Remit cash to Lester, Hall & Co. 300.00, and place the

balance of the net proceeds to their credit.

Pay Book-kee])er balance due on month's salary, 25.00, and Warehouse Rent, 50.00, in cash.

Receive cash of Uoyt & Eaton, to balance "/c, 100.00.

INVENTORY, SEPTEMBER 30, 188-.

Shipment to O. W. S., Brauchport, 568 10

You may now balance your Cash Book. Cash on hand, 24G4.1S. Post and make out a Balance

Sheet and close the Ledger. Your Summary should exhibit as follows :

SUMMARY, SEPTEMBER 30, 188-.

Total Resources, 4102 28
" Liabilities, 387 50

Present Worth, 3714 78

Total Gains, . _ :j'J5 03
" Losses, 130 25

Net Gain, 264 78

After closing the Ledger and proving your Ijalances, present your books, with a proof of the Ledger

balances, to the teacher for inspection.

QUESTIONS FOR REVIEW,

Page 117.
—'What does this set illustrate? "What books are employed? 'Are they used as

princii)al or auxiliary books? ' What entries are made in the Sales Book? 'In the Cash Book? "In

the Journal? '"*Gi.ve the rule for journalizing Shipments. " Explain the meaning of shipment.

"How are the different shipments distinguished? "What is the i>arty called who ships the ])ropcrty?

'"What is meant by Account Sales? "By Net Proceeds? "What will the shipment account show

after it has been credited with the net proceeds? '*What before? "^" Give the rule for journalizing

Consignments. "'Exi)lain the meaning of Consignment. "'How are the diiferent consignments dis-

tinguished? "What is the party called who receives the _[)roperty? "'When should a Consignment

balance? "'"What would a Consignment show if it were unclosed at the time of making a Balance

Sheet?

Page 122.
— "'' Why arc Cash and Consignments checked and omitted in i)osting when thev api)oar

in any other books than the Cash Book and Sales Book ?
"* In posting from the Cash Book and Sales

Book, how is the work to be performed? "'"' Why must unclosed Consignments and the balance of cash

on hand be entered iu the Trial Balance?



WHOLESALE.

' This set is designed to illustrate, in a general way, a method for keeping the hooks of a Wholesale

or Jobbing Business, '' by combining and extendmg the short methods of book-keeping explained and

illustrated in previous sets, so that much time and labor may be saved in performing the work.

Since in almost every business of any magnitude there will be features jieculiar to that particular

business, there must of necessity be required other forms and books than those here given, and which

it would be rpiite impossible to illustrate within the scope of an ordinary text book.

' The principal books and forms, however, together with their uses and advantages, are so fully

illustrated and explained, that-auy modifications of or additions to them, necessary to meet the require-

ments of any j)articular business, may readily be devised and employed.

The books to be used arc the Journal, Sales Book, Check Book, Cash Book, Bill Book and l^edger.

136
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BOOKS USED IN THE WHOLESALE SET.
JOURNAL.

* The Journal, as used in this set (see form on page 128), combines with it the InToice Book,
sometimes ke^3t as a separate book, 'by tlie addition of an extra eohimn (headed "Mdse. Dr." in the

form), in "n-hicli the purchases of Mdse. only are to be entered. ' This column is to be added and the

footing carried forward from page to page until the end of the day or week or month, as desired, ' at which
time the total footing is to be posted to the debit of Mdse. account. * The items in tlie columns
headed "Sunds. Dr." and " Sunds. Cr." are to be posted seijarately, as in the ordinary Journal.

These columns may be footed, so as to prove with the Check Sheets explained on page 134.

'The Invoices themselves may either be filed away in packages, or pasted in a large book made
esijecially for that purpose. '" This may be used as a principal book if desired, by " posting from it

directly to the Ledger, without making the entries in the Journal.

SALES BOOK.
" The Sales Book (see form on page 129) is designed to contain sales of Mdse. only. " The net

amount of each bill is to be extended to the last column, and debited to the person who purchased it.

" The last column is to be added and the footing carried forward from page to page until the end of the

day, week or month, as desired, '* the total being then posted to the credit of Mdse. account. " An
additional advantage may be secured hj using for a Sales Book a large Copying Book, in which

impressions of all of the bills may be made and posted directly to the Ledger.

CHECK BOOK.
" In the Check Book (the form given on page 130 shows the stub only) is to be kept a record of all

transactions with the bank, "and a Bank account is not to be opened in the Ledger. " "When a deposit

is made, the Bank is debited for the amount of the dejwsit by entering it in the Check Book, with the

proper explanation, and '"adding the amount to the previous balance. '''"When a check is drawn, the

bank is credited, by "deducting the amount of the check from the previous balance. " Xo entry is to

be made in the Cash Book when cash is deposited, "the balance in bank being treated as cash on
hand. ^ When a payment is made by check, therefore, the amount must be entered to the credit of

cash in the Cash Book, in addition to crediting the bank in the Check Book, because reducing the

bank balance reduces the cash balance at the same time.

CASH BOOK.
'' The Cash Book (see form on pages 130-131) is designed to contain cash entries only. '' It is

arranged with special columns, ^ in order to classify to some extent the jeceipts and payments of cash,

and to facilitate the work of posting. ^ The footings only of the special columns are to be posted

daily, weekly or monthly, as desired, those on the left side being credited, and those on the

right debited. ^ The items in the Sundries columns are to be posted separately, those on the

left side credited, and those on the right debited. '' In posting to the Cash account in the

Ledger, the difference in the cash balances only is to be posted. " If the balance of cash on hand
is less than at the last posting, Cash account is to be credited with the difference; " if more,

is to be debited. To prove the cash, " add together the footings of all of the columns on the left side

of the Cash Book, and the amount will be the total debit of Cash; 'Hhen add together the footings of

all of the columns on the right side, and and the amount will be the total credit of Cash. "* The
difference between these two amounts will be tho balance of cash on hand, " which is found by adding

the cash in safe and the balance in bank together.

BILL BOOK.
** The BiU Book is to be kept as an auxiliary book, the same as heretofore. " It may be kept as a .

principal book; but as a rule the entries in it are so few, comparatively, that most book-keepers
prefer to journalize such entries.

TRIAL BALANCE^
"The form of Trial Balance shown on page 134 is called a Continued Trial Balance, and " is

designed to save the time and labor consumed in re-copying the titles of the various accounts whenever

a Trial Balance is to be taken.

LEDGER INDEX.

A common form of Ledger Index is illustrated on page 131. "A convenient plan for such an

Index, if the number of accounts is not too great, is to arrange the names alphabetically, as shown in

the form on page 131, written upon a stiff card of suitable size, which can stsuid in front of the person

who is posting, making it much easier to bo referred to tlian the ordinary fiirm of Index. " When the

number of accounts is very large, a Vowel Index is generally employed.
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JOURNAL.

OCTOBER, 188-.

DATE
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SALES BOOK.



130 THEORETICAL AND PRACTICAL BOOKKEEPING.

CASH BOOK.

OCTOBER, 188-. ^Kth^
DATE.
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LEDGER.

H. G. FULLER.
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BROWN BRO'S &. SEAVER, Eastport.

133

188-

Oct.
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WELCH & DOW, Fairport.

188-
Oct.
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CONTINUED TRIAL BALANCE.
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OCTOBER, 188-.

1. H. G. Fuller and Student form a co-partnorship this day, under the firm name of Fuller & Student,

to engage in the wholesale business of Wooden Ware and Grocers' Sundries.

The Co-partnership articles this day executed, provide that each partner shall devote his entire

time to the business; that the gains and losses shall be divided equally, and that an Interest

account shall be kept between the partners.

Note.—Make the above as a memorandum in your Journal.

H. G. Filler's investment: Cash paid in, 2636.53 (C. B.); D. G. Carter's note, dated September

5 last, at 30 days, payable at City Bank, 300.00 (./. a>id B. B.); Hawley & Co.'s note dated July

5 last, at 90 days, payable at First Xational Bank, with interest, 500.00 (./. and B. B.); Interest

accrued to date on H. & Co.'s note (J.); Cowles & Hutchings, Clean, owe on account,

2556.14 (/.).

KoTE.—While it is expected that you will be obliged to refer occasionally to the forms as indicated in the transac-

tions by the initial letters; J. Journal, S. B. Sales Book, Ck. B. Check Book, C. B. Cash Book, and B. B. Bill

Book, it is desirable that you do so only when necessary, performing the work as much as possible from the

memoranda, aided bj' the explanations for the various books given on page 127. In every case decide how you
think the entry should be made before consulting the forms.

Student's investment: On deposit in College Bank, to the credit of the firm, 2636.53 (C B. afid

Ck. B. See note below); E. B. Leighton's note dated August 2nd last, at 60 days, indorsed

by W. I). Soules, payable at Traders' Bank, with interest, 3000.00 (/. and B. B.); Interest

accrued to date on above note (J.); W. & E. Morgan, city, owe on account, 2014.(36 (•/.).

KoTE.—In the absence of a Check Book, a form for the Check Book Stub may be ruled on a sheet of foolscap paper.

Student's liabilities: Note favor Giles P. Fulton, dated July 8 last, at 90 days, payable at College

Bank, with interest, 600.00 (J. and B. B.); Interest accrued to date (J.); due the following

firms on account: S. W. Siddons, city, 307.44; Lorrain Manufacturing Co., Xew York,

490.25; Brown Bros. & Seaver, Eastport, 275.00 (/.).

2. Buy for cash, Office Safe, 200.00; Office Books, 37.50. {C. B.)

Deposit in College Bank, cash, 2000.00. (Ck. B.)

Note.—No entry is made in the Cash Book for the reason explained 23-34 page 127.

Eeceive Mdse. from Byron Vaile, Toronto, as per Invoice October 1, on 60 days, 5^ off in 10 days,

612.25. (/.) "

Note.—See Business Forms on last pages of text book, for illustration of letter ordering the above invoice, also see

explanations 4-7, page 127.

Sales for cash, per drawer, 95.48. (C. L.)

3. Pay Lorrain Mfg. Co. cash on ajc, 100.00. (C. B.^

Pay Wm. Strong rent of store one month in advance, by your check on College Bank, 125. 00. ( C.

B. and Ck. B. ) explanation

Note.—See expiations 25, page 127.

Sell Frank Goodspeed, Waverly, 1 doz. Xo. 1 Oval Chopping Trays, @ 5.00; 2 Glass Cheese Safes,

@ 4.50; 10 nests F. Pails, @ 1.25. [S. B.)

.Note.—All sales on 60 days time unless otherwise noted.

Sell F. E. Warren, New Eochelle, 3 doz. Novelty D. Z. Washboards, @ 2.50; 5 doz. Eagle S. Z.

Washboards, @ 1.75; 5 M No. 4 Paper Bags, @ 1.75, less 10^; 3 doz. IJ inch Butter Bowls,

@ 1.75; 4 doz. Cov. W. D. Baskets, @ 2.50; 2 doz. 0. C. Trays No. 2, @ 5.00; 1^ doz. No.

10 Feather Dusters, @ 20.00 and 1 doz. No. 12, @ 26.50, less 25 and 10^; 10 gro. Gates'

Matches, @ 2.';0; 6 Broom Racks, @ 2.50. {S. B.)

Note.—See Business Forms on last pages of the text book for illustration of above invoice.

Eeceive of W. & E. Morgan their note at 10 days, payable at Traders' Bank, on "jc, 500.00. (J. and
B. B.)

Note.—Care must be exercised in making the entries in the Journal and Cash Book, or errors will be made by

placing amounts in the wrong columns.



'^1 ^
THEORETICAL AND PltACTICAL BOOK-KEEPING. 137

3. Buy a New York draft at \il, exchange, and remit to Byron Vaile for Invoice September 30, 612.25,

less ^'^. Give vour check on College Bank to cover the draft and exchange. (C. B. and

Ck. B.)

Note.—See Business Forms on last pages of the text book for illustration of letter accompanying the above remit-

tance.

Sell Larkin & Sprong, Groveland, 30 daj\<, 2 doz. Wood Shovels, @ 7.50; 25 lbs. Cotton Twine,

@ 24c.; 2 doz. No. 3 Wood Scoops, @ 4.50. {S. B.)

4. Pay S. W. Siddons, cash on "/c, 107.44. {C. B.)

Receive Mdse. from Scovell, Hodges & Co., New York, per Invoice, October 2. on 15 days.

812.34. (J.)

Receive cash for a note due to-day. ( C. B. and B. B.

)

Deposit cash in College Bank, 2500.00. {Ck. B.)

S.ales for cash, per drawer, 21.19. (C. B.)

Give Brown Bros. & Seaver your note at 10 davs, payable at College Bank, on o/c, 100.00. (./. and

B.B.)

5. Receive Mdse. from F. M. Reed, Boston, per Invoice October 3, on 90 days, 1540.71. (J.)

Sales for cash, per drawer, 63.10. (C. B.)

Sell B. N. Achard, Scipio, on his note at 10 days, payable at College Bank, 10 doz. 2-Hoop Pails,

@ 2.00; 3 doz. Heavy Hoop Tubs, @ 8.75; 2 doz. Com. Hoop Tubs, @ 8.50; 3 doz. Clothes

Pounders, @ 2.00; 10 doz. Rolling Pins, @ 1.25. {S. B., J. and B. B.)

Note.—Bills Receivable instead of Achard might have been debited in the Sales Book, and tlien no Journal entry

would have been required. As now made the entries could be checked in both Sales Book and Journal

to obviate the necessity of opening an account with Achard in the Ledger. If, as in this case, however.

it is desired to know at the end of the year the amount of goods sold to a customer, it is better to open an

account with him and post all bills, even though paid for at the time of purchase.

Sell Larkin & Sprong, 30 days, 12 doz. Royal Shoe Dressing, @ 1.00; 4 gro. Dixon's Stove Polish,

@ 6.00; 3 doz. qts. University Ink. @ 6.00, 10^ off. {S. B.)

Sell Welch & Dow, Fairport, for cash, 6 gro. Washing Crystal, @ 2.75; 50 boxes Crayon, @ 7c.;

25 gro. No. 2 Kerosene Wick, @ 40c. {S. B. and C. B.)

Note.—See note under sale to B. N. Achard, above.

6. Receive cash for a note due to-day. (C. B. and B. B.)

7. Receive Mdse. from Hopkins & Weeks, Baltimore, per Invoice October 4, on 60 days, 1316.70. (/.)

S. Receive from Frank Goodspeed, a draft on New York for Invoice 3d inst., 26.50, less 2,'?. {C. B.)

Sales for cash, per drawer, 52.12. {C. B.)

Receive cash for a note due to-day. (C. B. aiid B. B.)

Sell Frank Goodspeed, on 45 days, 2 doz. N. C. Wringers, @ 45.00; 3 doz. Wood Shovels, @ 7.50;

5 doz. H. H. Tubs, @ 8.75; 2 Oil Tanks, @ 16.00, less 25j^; 4 doz. Bushel Baskets, Oak, @
7.50; 3 doz. Horse Brushes, @ 6.00; 5 gro. Kinning's Bluing, @ 8.00.

Note.—Write up this invoice on foolscap paper.

Give Scovell, Hodges & Co. your note at 10 days, payable at College Bank, for Invoice October 2,

812.34.

9. Receive Mdse. from Geo. P. Osgood, Chicago, per Invoice October 7, 30 days, 216.50.

Your note due at College Bank, has been charged to your account. (C. B., B. B and Ck. B.)

Sell Welch & Dow, 4 doz. qts. University Ink, @ 6.00, less 10 ^; 4 doz. H. H. Tubs, @ 8.75; 5

doz. W. Shovels, @ 7.50.

Draw a draft on Cowles & Hutchings, Eastport, at 30 days sight, and remit it to Brown Bros. &
Seaver, on '^, 100.00. (J.)

10. Receive from Larkin & Sprong, cash for Invoice October 3d, 30.00, less 1%. (C. B<)

Deposit cash in College Bank, 500.00. {Ck. B.)

Receive Mdse. from Byron Vaile, per Invoice October 7, on 60 day.s, 376.88.

Give F. M. Reed vour check on College Bank for Invoice October 3, 1540.71, less 2^;^. (C /?.

and Ck. B.)
'

Pay cash for Coal, for Office use, 15.30.

Receive of W. & E. Morgan, their note at 10 davs, ]iavable at Traders' Bank, to apply on ^,

300.00. {J. and B. B.)



138 THEORETICAL AND PRACTICAL BOOK-KEEPING.

You may now post the entries for the foregoing ten days' business. See explanations and illustra-

tions on page 134 for using check sheets. Give each account one-fourth of a page space. First post

from the Journal. See 4 to 8, page 137, for instructions. See also the Journal form on page 128,

showing the columns footed and ruled. Use the Ledger folio to clieck the posting. The pages of

your books will not, of course, corresiDond with those given in the forms. After opening an account iu

the Ledger, place the title in the index, together with the number of the page upon which it is opened.

See illustration on page 131, also see explanations on page 137. Next jiost from the Sales Book; see

13-15, page 137. See also form of Sales Book on page 139, showing the Mdse. column footed and ruled.

Balance and prove the cash before commencing to post from the Cash Book. For instructions, see

34-37 page 127. See form of Cash Book on pages 130 and 131, showing the manner of footing

and ruling the columns, and bringing down the balance of cash on hand. Cash in Safe, 1333.10;

Balance in Bank, shown by Check Book Stub, page 130, 4816.9.5.

After you have comjileted the posting, your Ledger should correspond with the one given on pages

132-3-4. Next take a trial balance, using the Continued Trial Balance form as illustrated on page

135. See 40-41 page 127. If no such form is provided in your Trial Balance book, you may rule

one. The Ledger titles are all to be entered in the trial balance; but tliose which balance need not be

extended. The footings of the columns are not given in tlie form; you are to foot and prove

them, however, as heretofore. You need not rule up any of the personal accounts, even wlien

settled in full, but continue the pencil footings until the end of the month, in order that the footing

of each person's account in the Ledger may show the entire amount of goods bought of or sold to him
during that period. Business men frequently carry out this jilan through an entire year's business.

After completing the trial balance, continue the work in the same manner as in the preceding ten

days' business.

"Write up the business forms wherever called for by the Memoranda, and take particular pains with

the penmanship, spelling and general appearance of these documents.

OCTOBER 1 se-

ll. Sales for cash jjer drawer, 65.30.

Deposit cash in College Bank, 400.00.

12. Sell M. M. Eaton, Seneca, on his note at 15 days, payable at Farmers' Bank, 6 -doz. C. Brooms, @
3.00; 3 doz. C. Trays, @ 5.00; 3 doz. N. D. Z. Washboards, (a) 2.50; 10 doz. U. Ink, @ 6.00

less 13^^. {8. B., J. and B. B.)

Student draws for private use by check on College Bank, 500.00. (C. B. and Ck. B.)

14. Keceived from Frank Groodspoed cash for Invoice Oct. 8, 368.25, less 1^^.

Leave M. M. Eaton's note at College Bank for collection. {B. B.)

Note.—In the column in the Bill Book headed " When and How Disposed of," sa.v " Oct. 14, left at College Bank
for collection."

Eeceive from Scovell, Hodges & Co. Mdse. per Invoice Oct. 9, at 15 days, 136.27.

Sell F. E. Warren 3 doz. Wdlow Clothes Baskets, @ 9.00; 4 doz. Willow Market Baskets, @ 3.50:

5 doz. Cherry Knife Trays, @ 4.50; 3 M Crown Butter Dishes, @ 10.00, less 20 ^.

Sell Frank Goodspeed 5 doz. H. H. Tubs, @ 8.75; 3 doz. Bush. Baskets, Oak, @ 7.50; 20 Nests

F. Pails, @ 1.25.

15. Give Lorrain Mfg. Co. your check on College Bank, on "/c, 90.35.

Accept Lorrain Mfg. Co.'s draft on you at 10 days sight, ])ayable at College Bank, favor of D.

Leary, to apply on % 100. (.7. and B. B.)

Pay cash for Postage, 2. 75.

Buy of Hood & Meyers, City, on 60 days, Mdse. per Invoice Oct. 15, 178.65.

16. Sales for cash per drawer, 136.15.

Give Hopkins & Weeks your check on College Bank, for Invoice Oct- 7, 1316.70, less 2^^.

Sell S. M. Smith, City, on ten days, 10 gro. Lead Pencils, @ 1.00; 5 doz. Cotton Clothes Lines,

@ 2.00; 10 doz. P. B. Dishes, @ 5.50, less 20,^; 1^ doz. Feather Dusters, @ 20.00, less 40^.

Receive from Geo. P. Osgood, Mdse. per Invoice Oct. 12, 30 days, 460.75.

Receive of Larkin & Sprong, cash for Invoice Oct. 5, 52.20, less \%.

Receive cash for a note due to-day.

Deposit cash in College Bank, 1500.00.

H. G. Fuller draws for private use by check on College Bank, 300.00.
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17. Kemit Geo. P. Osgood your certified check on College Bank, for Invoice Oct. 7, 216.50, less dfc.

Note.—Write up this check on foolscap paper. See Business Form.s, on last pages of text book, for certified check.

Sell Larkin & Sprong 2 doz. No. 10 F. Dusters, @ 20.00, less 25 and 10,^; 5 doz. H. H. Tubs, @
8.75; 6 doz. B. Baskets, @ 7.50.

Sales per cash drawer, 1G2.50.

Keceive from Cowles & Hutchings their note at 5 days, payable at Exchange Bank, to apply on "fc,

600.00.

~^ Sell Hackett & Bri.sbain, Clinton, 3 doz. N. D. Z. Wasliboards, @ 2.50; 5 doz. C. K. Trays, @
4.50; 10 doz. B. Brooms, @ 2.00; 5 doz. H. H. Tubs, @ 8.75; 10 gro. U. Ink, @ 6.00, less

10<^; 6 doz. B. Baskets, @ 7.50; 2 doz. No. 10 F. Dusters, @ 30.00, less 35^.

Receive from F. E. Warren a draft on Xew York for Invoice Oct. 3, 129.51, less 2^.

Your note due to-day at College Bank, charged to your "/c.

18. Pay Clerks' salaries in full to date, in cash, 87. 75.

Deposit in College Bank, cash, 400. 00.

Give Hood & Meyers your check on College Bank for Invoice Oct. 15, 178.65, less 5^.

H. G. Fuller makes an additional cash investment of 1000.00.

Receive Mdse. from F. M. Reed per Invoice Oct. 14, on 90 days, 1240.94.

^'^^ Sell Ralph Richardson, Oneida, 20 gro. G. Matches, @ 2.70; 4 doz. 12 inch B. Bowls, @ 1.75; 6

doz. N. D. Z. "Washboards, @ 2.50; 2 doz. No. 1 0. C. Trays, @ 5.00; 4 doz. H. H. Tubs, @
8.75. Receive his note at 10 days, payable at College Bank, 50.00; balance on "fc, 60 days.

{S. B., J. and B. B.)

Note.—Richardson being debited in the Sales Book 121.00, and credited in the .Journal .50.00, when these entries shall

have been posted, the difference in his account will show the balance still due.

Receive cash for a note due to-d"ay.

Sales per cash drawer, 228.79.

19. Receive cash from Welch & Dow for Invoice Oct. 9, 94.10, less 1^.

—:

—
"Sell Wm. Gardner, for cash, 3 J doz. Maud S. Halters, @ 7.50; 4 doz. Curry Combs, @ 1.50; 2

doz. Curry Cards, @ 1.25; 2i doz. Horse Brushes, @ 6.00.

20. Receive Mdse. from Tilden & Breme, Oswego, per Invoice Oct. 17, on 60 days, 498.40.

Deposit Cash in College Bank, 1000.00.

Sales per cash drawer, 88.45.

Buy for cash, a New York draft at ^^ exchange, and remit to Byron Vaile for Invoice Oct. 7,

. 376.88, less 5^.

Pay cash for cartage, 8.35.

You may now balance the Cash Book. The footings of the columns on the debit side of the Cash

Book should be as follows: Sundries, 7742.86; Mdse., 681.19; Bills Receivable, 581.75; Discount,

67.19. On the credit side Sundries, 3078.98; Expense, 99.75; Discount, 8.07. Prove the cash; see

34-37, page 127. In Safe, 422.99; m Bank, as shown by Check Book, 5463.20.

Next post and take a trial balance, in accordance with the directions given at the end of the first

ten days' business on pages 134 and 138. In posting to Cash account, enter on the credit side 262.86, the

payments of cash having exceeded the receipts by that amount since the last posting. See 31-33,

page 127.

Remember to place all new accounts in the Index as soon as opened in the Ledger. Add new
accounts to the trial Imlance, as shown on page 135.

After completing the trial balance, continue the work as before.

OCTOBER, 188-.

21. Accept Lorrain Manufacturing Co.'s draft on you in favor of themselves, at 1 day sight, payable

at College Bank, 100.00.

Deposit cash in College Bank, 200.00.

Sell Frank Goodspeed, 1 gro. Tytler's Axle Grease, @ 9.00; 2 gro. K. Bluing, @ 8.00; 100 Grain

Bags, @ 22c. ea.; 2 M No. 4 Paper B. Dishes, @ 5.50, less 20fb.

Your note due to-day charged in at College Bank.
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22. Receive Mdse from Byron Vaile per Invoice Oct. 19th, on 90 days, 975.00.

Receive of W. & E. Morgan their note at 60 days, endorsed by Thos Field, payable at Traders'

Bank, on ajc, .500.00.

Note.—Draw up this note on foolscap paper. See Business Forms on last pages, for illustration of note -vrifli

Endorser.

Receive of S. M. Smith, his check on Flower City Bank, in payment of Invoice Oct. 10, 83.00.

Sales for cash, per drawer, 209.14.

23. Sell S. M. Smith, 4 doz. Mouse Traps, @ 50c.; 6 doz. Taylor Moj^s, @ 1.50; i doz. Novelty C.

Wringers, @ 45.00; ^ doz. No. 14 F. Dusters, @ 30.00, less 25 and 10^.

Receive cash for a note due to-day.

Receive F. E. Warren's check on Farmers' Bank, New Rochelle, for Invoice Oct. 14, 87.50, less

Hackett & Brisbain return for credit 2 doz. F. Dusters from Invoice 17th inst.

24. Remit Scovcll, Hodges & Co. a New York draft, which you will purchase by check on College

Bank, at ^% exchange, in payment of Invoice Oct. 9, 136.27, less 2^^.

Note.—Write the above draft on foolscap paper, and procure from the teacher blank letter sheet and envelope, and
write to Scovell, Hodges & Co. , enclosing the above remittance. See page 77, also Business Forms on last pages
of text book for illustrations. In folding the letter, fold it first from the bottom to one-half its length, or as

far as is necessary to fit the length of the envelope, and then fold from the side to one-third its width, or as far as

is necessary to fit the width of the envelope.

Sales for cash, per drawer, 115.00.

Deposit in College Bank Currency, 500.00 and Warren's check, 85.75. The bank deditcts 25c.

for collection of check.

25. Sell F. E. Warren 10 doz. C. Brooms, @ 3.50; 5 doz. H. H. Tubs, @ 8.75; 8 doz. C. K. Trays,

@ 4.50; 10 doz. qts. University Ink, @ 6.00, less I'i^'f^-; 5 doz. C. C. Lines, @ 2.00; 10 doz.

B. Baskets, @ 7.50; 200 Grain Bags, @ 20 c. ea.; 1^ doz. No. 14 F. Dusters, @ 30.00, less

25 and 10^; 25 Nests F. Fails, @ 1.25; 5 doz. W. C. Baskets, @ 9.00.

Your acceptance due to-day, charged in at College Bank.

Receive Mdse. from Hopkins & Weeks per Invoice Oct. 20th, on 60 days, 1863.66.

Receive of Cowles & Hutchings their check on Exchange Bank, 200.00, for payment on their note

of 600.00, due to-day. They renew the balance by giving a note at 30 days, with interest.

Note.—Credit Bills Receivable in Ciwh Book, 200'. Enter the new note of 400.(10 in Bill Book, and opposite old

note in Bill Book state how it was disposed of.

Memorandum: Procure from the teacher letter sheet and envelope, and write to Tilden & Breme,
Oswego, ordering the following Mdse.: 25 doz. No. 1 0. C. Trays, 25 doz. B. Baskets, 15

doz. Barrel Covers, 30 doz. H. H. Tubs, 20 doz. Com. H. Tubs, 5 doz. Novelty C. Wringers,

50 doz. "Gem" Paper Pails, 30 doz. "Queen "Paper Pails. {See Busi7iess Forms oti last

j)ages for illustrations.

)

27. Receive from F. Goodspeed cash for Invoice Oct. 14, 91.25, less 2^.
W. & E. Morgan present Lorrain Mfg. Co.'s sight draft on you for 100.00, which you pass to the

credit of their account.

Sales for cash, per drawer, 227.09.

<^^Sell Ralph Richardson 5 doz. N. I). Z. Washboards, @ 3.50; 10 doz. B. Brooms, (gi 2.00; 5 doz.
' C. H. Tubs, @ 7.42; 1^ doz. No. 12 F. Dusters, @ 26.50, less 30 and 5;^; 1 doz. Novelty C.

Wringers, @ 45.00; 50 Grain Bags, @ 22c.

Give S. W. Siddons your check on College Bank, to apply on "Vc, 100.00.

Get W. & E. Morgan's note of 500.00, received 22d inst., discounted at College Bank; proceeds

placed to your credit. (C. B., Ck. B. and B. B.)

Note.—Debit Interest Account for the discount on the above note to avoid entering it in the discount column, which
is intended for the discount on prepajTnent of Invoices of Mdse. only.

Pay Gas Bill to date in cash, 5.40.

Receive Mdse. from Tilden & Breme per Invoice Oct. 26, on 60 days, 1248.17.

28. Receive from F. E. Warren a draft on New York for Invoice Oct. 25, 398.87, less 2^.

Sales for cash, per drawer, 74. 25.
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28. Deposit cash in College Bank, 1000.00.

Eemit F. M. Eecd a draft on Boston, which you will purchase at College Bank by check, at ^^
exchange, in payment of Invoice Oct. 14, 1240.94, less 2^^.

Eeceive of Cowles & Hutchings to apply on their note of Oct. 25, cash, 200.00.

Note.—Draw up this note on foolscap paper, and make the proper indorsement. See Business Forms on last jiages

for illustration of note with indorsement.

Your acceptancte due to-day, charged in at College Bank.

p29. Sell Hackett & Brisbain, 4 gro. D. S. Polish, @ 6.00; 3 doz. U. Ink, @ 6.00, less 10^; 12 doz.

E. S. Dressing, @ 1.00.

Eeceive of Ealph Eichardson cash for balance due on Invoices of Oct. 18 and Oct. 27, 223.03,

less 2 ^.

30. Sales for cash, per drawer, 319.33.

Deposit cash in College Bank, 450.00.

^ Sell Larkin & Sprong 10 doz. Paper Pails, @ 5.50; 300 lbs. -^-inch Manilla Eope, @ 16c.; 10

doz. Potato Mashers, @ 75c.; 5 Oil Tanks, @ IG.OO, less 25<?;; 10 doz. Barrel Covers,®
5.00; 5 doz. Bush. Baskets, @ 7.50; 3 M Crown Butter Dishes, @ 6.00, less 20,^; 4 doz. No.

10 F. Dusters, @ 20.00, less 25 and 10 and 5 fc.

31. Eemit Tilden & Breme a draft on New York, which you will purchase at College Bank by check,

at i^ exchange, in ijaynient of Invoices Oct. 17 and Oct. 26, 1746.57, less 3^;?^.

College Bank has collected Eaton's note due yesterday, and placed same to your credit less cost of

collection, 25c.

Eeceive of Cowles & Hutchings, to balance a/c, cash 856.14 and their note endorsed by D. W.
Powers, at 4 months, payable at Exchange Bank, with interest, 1000.00.

Eeceive cash of Hackett & Brisbain for Invoice Oct. 17, 218.75, less Mdse. returned for credit

Oct. 23, 20.00, and 2 ^ of balance.

Eeceive cash of W. & E. Morgan, to balance °fc, 614.66.

Sell Wm. Gardner, 30 days, 3 doz. Curry Combs, (a} 1.5U; 4 doz. H. Brushes, @ 0.00; 2 doz.

Maud S. Halters, @ 7.50.

Pay clerks' salaries in full to date, 85.50.

Deposit cash in College Bank, 2000.00.

Make an entry for the interest upon tlie following transactions as provided for in the copartnership

agreement: II. G. Fuller drew for private use, Oct. 16, 3OO.()0. Student drew for private

use, Oct. 12, 500.00. H. G. Fuller made an additional investment, Oct. 18, 1000.00. {./.)

Note.—" Debit each partner interest upon amounts drawn out by him from the time of such withdrawal to the time

0^ settlement, and credit him interest upon amounts invested by him from the time of such investment to tlie

time of settlement. *' It is unnecessary to compute interest upon the original investments when they are equal,

as in this ca.sc, because the interest balance to each partner's account would not be affected thereby.

INVENTORIES, OCTOBER 31, 188-.

MERCHANDISE—per Inventory Book, 7968 33

EXPENSE—Office Safe, 200 00

You may now prove the cash and balance the Cash Book. In Safe, 2G7.4G; In Bank, 6131.00.

The footings of the columns on the debit side of the Casli Book should be as follows: Sundries,

8432.39; Mdse, 944.80; Bills Eeceivable, 1285.50; Discount, 95.56. On the credit side. Sundries,

4240.95; E.xpense, 98.96; Discount, J9.SS.

"It is customary, in business, to i)rove the cash every day, *^ not necessarily closing the Cash Book,

as the columns may be footed in pencil, and the proof taken upon a separate sheet.

After posting take a trial balance and make a statement giving the results of tlic business, as

shown in the form on page 135, after which close and rule uji all tlic Ledger accounts. Before closing

the Mdse. account close Discount .iccount into it. Discount is only kept here as a separate account to

enable us to determine the amount of allowances upon invoices prepaid. If this information were not

desired, Mdse. might be debited and credited for the allowances at the time of making tliem.
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QUESTIONS FOR REVIEW.

Page 136.—'What is this set designed to illustrate? 'What advantages are derived from the

methods illustrated, and how obtained ? ' For what purpose might it be necessary to change the forms
of books as here used, and how could the change be made?

Page 127.—*What is the peculiar feature of the Journal as used in this set? ^ In what way is

the combination of the two books effected? "Explain the use of the extra column. 'How is

it posted? * How are the items in the Sundries column posted? 'What disposition is made of the

Invoices? ">-" If pasted in an Invoice Book, how may this book be used? '^Explain the use of the

Sales book. " What disijosition is made of the net amount of each sale? " What course is pursued
with the last column? '*How posted? ''How may an additional advantage be secured from the

Sales Book? "Explain the use of the Check Book. '*Is it necessary to open a bank account in the

Ledger? '"What entry is made for a deposit? *How does this debit the bank? "What entry is

made when a cheek is drawn? ^ How does this credit the bank? '^ Is an entry to be made in the Cash
Book when cash is deposited? " Why not? '^ When checks are drawn upon the bank, in what other

book beside the Check Book is the entry made? Why? '* Explain the use of the Cash Book. " How
arranged? ""For what purpose? '''How are the special columns posted? ^"How are the items in the

Sundries columns posted? " How is the cash posted? " How posted if the balance of cash is less than
at the last posting? ^^ How if more? "How is the total debit of cash found? =* The total credit?
'* What will the difference show? "How is the cash on hand found? '*How is the Bill Book to be
kept in this set? '' Can it be kept as a principal book? Why is it not usually so kept? *° What name is

given to the trial balance used in this set? "What advantage is derived from its use? "Describe a

convenient form for a Ledger Index. •" When the number of accounts is large, what form of Index ij

generally used?

Page 141.—"How frequently is the cash proved in business? ** How may it be proved without

closing the Cash Book? *"How is the interest account between the partners adjusted "When the

original investments are equal why is it unnecessary to compute interest upon them?

Note.—Should the teacher consider it desirable the student may be required to draw up all of the papers aua forms
m the foregoing memoranda. In the absence of an actual business department especially, it would be best to make such
a requirement.



RETAILER'S BOOKS,
(DOUBLE ENTRY,)

DESIGNED FOR RETAIL GROCERIES, MARKETS, SHOPS, ETC.

' The following arrangement of books and records is designed to illustrate a popular system of

book-keeping for a retail business. While it does not strictly conform to the principles of Double

Entry book-keeping, inasmuch as the Merchandise account is not made to show all of the purchases

and sales, yet the final results are just as accurate, and are obtained at a great saving of time and labor.

^ The books required are an Order Book, Cash Book, Journal, Personal Ledger and Ledger. The

Order Book and Personal Ledger are used as auxiliary books; the others as j)rincipal.

The ' Order Book is a cheap, coarse book, made usually with a page about twelve inches long and

five inches wide, and lies upon the counter. In it are entered the orders as they are received during

the day. * Goods to be delivered, that are paid for when ordered, are entered regularly in the Order

Book, and the word " Paid " written across the order. ° If not paid, the items are entered in the

purchaser's account in the Personal Ledger at the close of the day's business.

' The Cash Book does not differ from the form already illustrated, and is used as a principal book.

It need not be closed oftener than once a week, or once a month The first column on the debit sidi

is devoted to cash sales of Mdse.
' The Journal contains all entries excejiting those made in the Cash Book. * The Journal may be

dispensed with by using the Cash Book as illustrated in the Cash Method, on pages 110-111.

' The Personal Ledger contains accounts with customers only, and is entirely an auxiliary book.

'" Sales on account are regarded as merchandise on hand until the accounts are paid, at which time

Merchandise is credited with such payments. " The ordinary Journal ruling is considered preferable

for a Personal Ledger of this character, as it afEords more room for items. " All statements may be

made out from the Personal Ledger without referring to any other book.

" The Ledger is used as in any other business.

The student will be expected to post and take a Trial Balance at the end of the first week, and

close the Ledger at the end of the second week. " The accounts in the Personal Ledger will have to be

included in the inventory in closing the Merchandise account. '* No Bank account will be kept in

the Ledger. " The Cash Book will exhibit all cash in bank and on hand, as illustrated ir, the

Wholesale Business on page 1.31. " You will credit Cash when a check is given, and make no entry

for deposits, except in the Check Book.
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JOHN WILSON, 119 Fourth Street.

1SS-

Nov.

3

•1

G

8

13

10 lbs. A. G. Su<r:ir. 95; 4i- C. Fish, 36

3 J. Coffee, ™; 5^'ul. K. Oil,
''

Cash,

4 lbs. Crackers. «; 4 Im. Potatoes, S^
1 bag Salt, 20; 3 Raisins, 36

1 liox Starch, ^\ 3 cans Oysters. ^
1 bbl. Apples, 3U0; 1 cakeChocolate, 35

Cash.

3 l)as. Peaches, S-"*; 10 B. Sugar, '^''\ 1 pk. S. Potatoes, ^

W. L. WOOD. 26 State Street.

1
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ORDER BOOK.

NOVEMBER 1, 188-.

Mrs. J. H. Smith, 18 Brown St.

1 lb. Jap. Tea, .50

10 " Gran. Sugar, 10^, 1.05

1 gal. X. 0. Molasses, .45

W. L. Wood, 26 State St.

3 doz. Eggs, 20, .60

10 lbs. B. Sugar, 9, .90

5 bn. E. K. Potatoes, 60, 3.00

2 W. Pails, 20, .-10

John Wilson, 119 Fourth St.

10 lbs. A. C. Sugar, 9^, .95

4:i
••' C. Fish, 8. .36

3 " J. Coffee, 35, .70

5 gal. K. Oil, 15, .75

A. C. Davis, 126 Tremont St.

15 lbs. G. Sugar, 10^, 1.58

10 " B. " 9, .90

5 bu. Potatoes, 60, 3.

5 lbs. L. Eaisius, 13, .65

15. J. Bro^-n, 38 St. Paul St.

1 lb. Y. H. Tea, .48

15 lbs. A. C. Sugar, 9i, 1.43

5 " C. Fish. 8, .40

1 gal. S. H. S^Tup, .68

F.
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CASH BOOK.

NOVEMBER, 188-

Nov.
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CASH BOOK.

NOVEMBER, 188-.

Nov. Expeuse,

Mdse.

Stuilent,

M dse.
a

Expense,

Student,

Expense,

Balance,

Iron Safe.

Horse, 135; Harness, 12,

Wagon,
P. Scales, 35; G. (Scales, 30,

Office Books,
Invoice of S. P. & Co.

Vegetables, Poultry, etc.

Private use.

Vegetables, Poultry, etc.

Crackers, etc., J. Howe & Son,

Hay, Oats, etc.

Insurance,

Horseshoeing,
Stuart & Co., Carpenter Work,
Private use.

J. Dunn, lU; K. H. King, 13,

100
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NOVEMBER 2, 188-.

At the close of this day's business I find tlie following memoranda upon the desk:

Invoice of Provisions, Wooden Ware, etc., bought of Geo. 0. Buell & Co., at 30 days, amounting

to 327.50. (,/.)

I also find upon the Order Book the following: W. L. Wood, 20 State St., 10 lbs. Butter, @ 25c.;

5 lbs. Chickens, @ 12c.; 10 lbs. A. C. Sugar, @ die. Mrs. J. II. Smith, 18 Brown St., 5 bu. Potatoes,

@ GOc; 3 doz. Eggs, @ 18c.; 5 lbs. Butter, @ 25c. D. Lucas, 10 Jones St., 10 lbs. B. Sugar, @ 9c.;

5 bu. Potatoes;, @ 60c.; 10 lbs. Butter, @ 25c. A. C. Davis, 126 Tremont St., 10 lbs. Butter, @ 25c.;

10 lbs. A. 1 Sugar, @ 9ic. ; 1 lb. Jap. Tea, 50c. (0. B. and P. L.)

Cash sales for the day, 27.90. {€'. B.)

NOVEMBER 3, 188-.

At the close of business this day I find the following memoranda upon the desk:

Slip on a spindle showing that I have purchased Vegetables, Poultry, Butter; etc., of a farmer, by

check, to the amount of 39.84. (C. B.)

Note.—An entry should be made of this transaction, as omitting it would cause a deficiency in cash. Only such

merchandise as is paid for out of the drawer with the proceeds of current sales should be omitted.

The following orders are found upon the Order Book: F. G. Kansom, 98 Spring St., 10 lbs. But-

ter, @ 25c.; 5 lbs. Chickens, @ 12c.; 1 gal. K. Oil, 15c. Mrs. J. H. Smith, 18 Brown St., 5^ lbs.

Chickens, @ 12c.; 10 lbs. B. Sugar, @ 9c. ; 5 lbs. Mackerel, @ 8c. D. Lucas, 10 Jones St., 6 lbs.

Chickens, @ 12c. ; 5 doz. Eggs, @ 18c. ; 2 Brooms, @ 25c. ; 2 W. Pails, @ 25c. B. J. Brown, 38

St. Paul St., 1 Broom, 25c.; 6 lbs. Chickens, @ 12c.; 10 lbs. G. Sugar, @ lO^c. (0. B. and P. L.)

The cash sales for the day have been 48.90, which includes amounts paid in on account by Mrs.

J. H. Smith, 5.00: John Wdson, to balance afc, 2.76; and A. C. Davis, 5.00. (C. B. and P. L.)

Note.—Foot Wilson's account and rule it up. See Mrs. ,T. H. Smith's accoimt, page 144.

I have appropriated Id.iM.) cash, and goods from the store amounting to 6.50, to my private use.

(C. B. and J.) ^

NOVEMBER 4, 188-. '

The following memoranda was found upon the desk at the close of this day: A slip showing that

I have bought Vegetables, Poultry, Butter, etc., of farmers, by checks, amounting to 36.24. An invoice

of Crackers from J. Howe & Son, 38.92; paid by check. A bill of- 28.75 for Hay, Oats and Straw,

for horse; paid by check. (C. B.)

I find tho following upon the Order Book: W. L. Wood, 26 State St., 10 lbs. G. Sugar, @ 10Jc;

5 gals. K. Oil, @ 15c.; 5 lbs. C. Fish, @ 8c.; 3 lbs. Crackers, @ 10c. John Wilson, 119 Fourth St.,

4 lbs. Crackers, @, 10c. ; 4 bu. Potatoes, @ 60c.; 1 bag Salt, 10 lbs., 20c.; 3 lbs. Raisins, @ 12c.

A. C. Davis, 126 Tremont St., 1 box Pepper, 25c.; 1 Lemon Ext., 20c.; 5 gals. K. Oil, @ 15c.; 3^

lbs. Chicken, @ 12c. D. Lucas, 10 Jones St., 3 lbs. Crackers, @ 10c. ; 2 lbs. J. Coffee, @ 35c.; 2 gals.

K. Oil, @ 15c.; 10 lbs. G. Sugar, (gi lO^c. (0. B. and P. L.)

Received payments from the following customers on 'Vc, shown by slips on a spindle: 1). Lucas,

10.00; F. G. Ransom,' in full, 8.40 (rule up his account); A. C. Davis, 6.00.

Cash sales for the day, 67.92, which, added to payments on "/c, make the entire credit to Mdse.

for the day, 92.32. (C. B. and P. L.)

NOVEMBER 5, 188-

At the close of this day I find the following memoranda on the desk: Invoice of Groceries, from

Geo. C. Buell & Co., 117.50; terms, 30 days. (<7.) Invoice of Groceries, from H. A. Brewster & (Jo.,

63.18; terms, 10 days. {J.) A Policy of Insurance on stock and fixtures of 1500.00; Premium, \'p,

paid by check. (C. B.) Receipted bill for Slioeing Hor.se, 2.50. (C. B.)

The following is found on the Order Book: Mrs. J. II. Smith, 18 Brown St., 3 lbs. Crackers,

@ 10c. ; 1 Lem. Ext., 20c.; 1 pkg. Pepper, 25c.; 2 gals. K. Oil, @ 15c.; 3 lbs. C. Fish, @ 8c.; 10 lbs.

A. C. Sugar, Qh 10c. B. J. Brown, 38 St. Paul St., 5 bu. Potatoes, @ COe. ; 3 lbs. ,J. Coffee, @ 35c.;

5 lbs. Butter, @ 25c. F. G. Ransom, 98 Spring St., 1 pkg. Pepper, 25c.; 10 lbs. Gran. Sugar, @
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10|c. ; 2 Brooms, @ 25c.; 2 W. Pails, @ 20c. P. J. Warner, 19 Wood St., 1 lb. Jap. Tea, 60c.; 10

lbs. G. Sugar, @ lO^c; 1 gal. K. Oil, 1.5c.; 5 lbs. Crackers, @ 10c. ; 5 bu. Potatoes, @ 60c. {0.

B. and P. L.)

The following customers paid on afc: Mrs. J. H. Smith, 5.00, and W. L. Wood, 10.00. Cash

sales, per drawer, 77.25, with payments on "jc added make entire credit to Mdse. 92.25. (C. B. and

P. L.)

NOVEMBER 6, 188-.

The following memoranda is found iipon the desk at the close of this day's business: Keceipted

bill of Stuart & Co., for carpenter work on counters and bins, of 26.50; paid by check. (C. B.)

Slips in the cash drawer showing that I have appropriated 15.00 cash and 9.80 in goods from the

store, and that I have paid J. Dunn and E. H. King, clerks, 10.00 ami 12.00 respectively, for salaries

for week. ( C. B. and J. )

Cash sales, shown by cash and slips in drawer, 105.95.

I find the followi-ng unjiaid orders upon the Order Book: Jolm Wilson, 119 4th St., 1 box Starch,

6 lbs., 40c.; 2 cans Oysters, @ 30c.; 1 bbl. Apples, 2.00; 1 cake Chocolate, 35c. D. Lucas, 10 Jones

St., ^ lb. Pepper, @ 30c., 15c. ; 1 jjk. Sweet Potatoes, 50c.; 6^ lbs. C. Fish, @ 8e. 1 Lem. Ext., 20c.;

1 10-lb. bag Salt, 20c. L. J. Seymour, 19 Beach St., 3 doz. Eggs, @ 18c.; 2 cans Oysters, @ 30c.; 4

lbs. Crackers, @ 10c. ; 2 bu. Potatoes, (5) 60e. F. Woodbury, 16 Locust St., 2 Brooms, @ 25c.; 3

bu. Potatoes, @ 60c.; 5^ lbs. Chicken, @ 13c.; 4 ll)s. Crackers, @ lOc. ; 1 bbl. Apples, 2.00. (0. B.

and P. L.

)

Note.—You will now close the Cash Book, post and lake a Trial Balance. Give each account oiie-fouiih of a page

space. Balance of cash, as shown by Cash Book, 1633.75.

NOVEMBER 8, 188-,

The following memoranda appear upon the desk at the close of this day: Keceipted bill for a ton

of Coal for use of store, 5.75; paid by check. Bill of W. Moran for Stove, Coal Hod, etc., bought on

"fc, 41.50. Invoice of goods bought of H. A. Brewster & C!o., at 10 days, amounting to 217.50. Horse

bought for use of store, by check, 85.00.

The following appear upon the Order Book: Mrs. J. H. Smith, 18 Brown St., 1 pk. S. Potatoes,

50c.; 1 10-lb. bag Salt, 20c.; 1 W. Tub, 80c.; 1 bbl. Apples, 2.00. W. L. Wood, 26 State St., 1 box

Soap, 4.15; 1 pk. S. Potatoes, 50c.; 3 doz. Eggs, @ 20c. B. J. Brown, 38 St. Paul St., 5 lbs. L.

Raisins, @ 13c.; 1 bbl. Apples, 2.00; 1 lb. Jap. Tea, 50c.; 1 Lorn. Ext., 20c. A. C. Davis, 126 Tre-

mont St., 1 W. Tub, 80c.; 10 lbs. A. C. Sugar, @ 10c.

The following amounts were paid on "fc: Mrs. J. H. Smith, in full, 4.54; John Wilson, 5.00;

B. J. Brown, 10.00. Cash sales, including payments on "fc, 93.82.

NOVEMBER 9, 188-.

Paid for new Harness by check, 34.00. Paid cash for building Coal Bin. 2.00, and fur Lumljer for

same, 1.75.

Order Book: D. Lucas, 10 Jones St., 3 doz. Eggs, @ 20c.; 10 lbs. B Sugar, @ 9c. ; 1 box Soap,

4.15; 2 lbs. L. Raisins, @ 12c. P. J. Warner, 19 Wood St., 1 pk. S. Potatoes, 50c.; 1 W. Tub, 80c.;

10 lbs. B Sugar, @ 9c.; 6 lbs. Chickens, @ 12c.; 1 bbl. Apples, 3.00. L. J. Seymour, 19 Beach St.,

1 bbl. N. C. Flour, 8.75; 1 pk. S. Potatoes, 50c.; 1 box Soap, 4.15. F. Woodbury, 16 Locust St., 3

lbs. L. Raisins, @ 13c.; 1 W. Tub., 80c.; 1 gal. N. 0. Molasses, 45c.; 10 lbs. Gran. Sugar. @ lO^c.

Mrs. J. H. Smith, 18 Brown St., 10 lbs. G. Sugar, @ lOlc; 4 lbs. Chicken, @ 12c.; 2 cans ON^stei'S,

@30c.
Cash Sales, 93.18.

NOVEMBER, 10, 188-.

Drew 15.00 cash, for private use, and appropriated 14.60 in goods.

Order Book: F. G. Ransom, 98 Sjiring St., 1 box Soap, 4.15; 2 lbs. Coffee. @ 32c.; 1 W. Tub,

80c.; P. J. Warner, 19 Wood St., 1 Lem. Ext., 20c.; 10 lbs. A. C. Sugar, @ 10c. ; 1 gal. X. 0. Molasses,

45c.; 1 bbl. N. P. Flour, 8.75. B. J. Brown, 28 St. Paul St., 1 bbl. N. P. Flour, 8.75; 2 W. Pails.

@ 20; 1 Basket, 18e. L. J. Seymour, 19 Beach St., 2 cans Oysters, @ 30c.; 1 Lem. Ext., 30c.; 4^

/bs. Chickens, @ 12c.; 10 lbs. G. Sugar. @ 10|c.

Payments on account, L. J. Seymour, 15.00; F. Woodbury, in full, 8.05; D. Lucas, 7.00; P. J.

Warner, 20.00. Cash sales, including payments on account, 136.27.
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NOVEMBER 11, 188-.

I find upon the desk the following: A receipted statement from H. A. Brewster & Co., of InToice

of 1st inst., paid by check, 1087.50.

Order Book: F. Woodbury, 10 Locust St., 1 bbl. N. P. Flour, 8.75; 1 pk. S. Potatoes, 50c.; 2

W. Pails, @ 20c. L. J. Seymour, 10 Beach St., 10 lbs. B. Sugar, @ O^c. ; 3 doz. Eggs, @ 20c.; 2 W.
Tubs, @ 80c.; 1 bbl. Apples, 2.00. Mrs. J. H. Smith, 18 Brown St., 1 bbl. N. P. Flour, 8.75; 2 lbs.

R. Coffee, @ 32c. W. L. Wood, 26 State St., 2 lbs. J. Coffee, @ 35c.; 1 lb. Jap. Tea, 50c.; 1 bbl. N.

P. Flour, 8.75.

Payments on account, B. J. Brown, 10.00; F. G. Ransom, 5.00. Cash sales, including payments

on accounts, 141.23.

NOVEMBER, 12, 188-.

Paid cash for graining counters and bins, 11.75. Bought Fruit, Poultry, &c., by check, 32.15.

Order Book: P. J. Warner, 19 Wood St., 1 bbl. Apples, 2.00; 1 basket Peaches, 1.50; 10 lbs.

Concord Grapes, @ 4c.; 10 lbs. Gran. Sugar, @ 10-Jc. D. Lucas, 10 Jones St., 10 bu. Potatoes, @
60c.; i bu. S. Potatoes, 1.20; 2 cans Oysters, @ 30c.; 4i lbs. Chickeens, @ 12c. John Wilson,

119 4th St., 2 baskets Peaches, @ 1.20;" 10 lbs. B. Sugar, @ 9^c.; 1 pk. S. Potatoes, 60c. A. C.

Davis, 126 Tremont St., 5 lbs. Chickens, @ 12c.; 2 cans Oysters, @ 30c.; 2 lbs. Crackers, @ 12c.; 2

baskets Peaches, @ 1.20; 2 bu. Potatoes, @ 60c.

Payment on account, Mrs. J. H. Smith, 10.00. Cash Sales, including payment, 168.83.

NOVEMBER 13, 188-.

Paid cash for Horseshoeing, 2.50; clerks' salaries for week, 10.00 and 12.00; Letter Heads and

Envelopes, 2.00; and Postage, 30c.

Order Book: A. C. Davis, 126 Tremont St., 1 bid. N. P. Flour, 8.75; 1 pk. S. potatoes, 60c.

;

4^ lbs. C. Fish, @ 8c. F. G. Ransom, 98 Spring St., 6 lbs. Mackerel, @ 6^c. ; 2 cans Oysters, @ 30c.;

1 bbl. Apples, 2.00; 3 lbs. L. Raisins, @ 13c. John Mead, 1G3 Smith St., 1 bbl. N. P. Flour, 8.75;

4 bu. Potatoes, @ 60c.; 1 can Oysters, 30c.; 2 lbs. Java Coffee, @ 30c.; 1 lb. Japan Tea, GOc. ; 1 box

Soap, 4.15; 1 bbl. Apples, 2.00.

Payments on account, A. C. Davis, 10.00; W. L. Wood, 10.00; John Mead, 15.00; B. J. Brown,

in full, 2.99. Cash sales, including payments, 163.19.

Having now conducted the business two weeks, I have determined to close the accounts showing

gains and losses, and ascertain the result of the venture.

RESOURCE INVENTORIES.
Note.—Since the sales of merchandise on account are not civdilcd to Mdse. account wlion made, it is apparent

that the balance of all the accounts in the Personal Ledger should be included in the Inventory.

M ERCH AN D I SE—in Store, _ _ _ ' 1640 85
" Personal Ledger:—F. Woodbury, 9.05; L. J. Seymour, 8.68;

Mrs. J. H. Smith, 1.52; W. L. Wood, 6.05; John Wilson, 5.CG;"a. C. Davis,

7.25; F. G. Ransom, 6.17; D. Lucas, 10.09; P. J. Warner, 5.57; John Mead,

3.92, _ .. . C5 16

1700 01
EXPENSE—2 Horses, 310.00; 1 Wagon, 66.00; P. Scales, 35.00; C. Scales, 26.00; 2 Har-

nesses, 30.00; Hay, Oats, &c., 20.00, _ _ 487 00

LIABILITY INVENTORY,
EXPENSE—One-half Month's Rent unpaid, to be debited to Expense, 25 00

Net Gain, 100.30; Balance of Cash, 1128.57.

QUESTIONS FOR REVIEW.
Page 143.—'To what kind of business is this arrangement of books adapted? 'What books are

required? ' Describe the Order Book. * How are goods marked in the Order Book that are paid for

when purchased? ^ When are the entries in the Order Book posted? ^Describe the Ca.sh Book.
' What does the Journal contain? " How may the Journal be dispensed with? ' Describe the Personal

Ledger. '"How are sales on account regarded? " Why is the ordinary Journal ruling preferable for

a Personal Ledger? " From what book will statements of customers' accounts be made? " How is the

Ledger used? " How are the accounts in the Personal Ledger treated in closing the Ledger? '^ Why
is no Bank account in tlie Ledger necessary? '" What will the Cash Book exhibit if no Bank account

is kept? " How are deposits and checks entered?



MANUFACTURING.

The following arrangement of books is similar in all essential particulars to that of one of the

most extensive furniture manufacturing firms in America, and was selected on account of its exceeding

simplicity and completeness.

' The books required are a Sales Book, fash Book. .Tournal and Ledger as principal books, and a

Hands Register and Bill Book as auxiliaries.

In an extensive business a book called a Tickler is sometimes kept to record the maturity of bills

purchased on time on account. This book, as ordinarily used, contains columns for the date of the

invoice, the purchaser's name, his address, the terms, the day of maturity, the amount and remarks.

A number of pages are set aside for each month of the year, and all liills falling due in anv nmnth are

entered in the space ])rovided for that particular month.

'The Sales Book contains all sales on account, giving the articles, terms of sale and amounts.
' The purchasers are debited direct from the Sales Book with the amount of each sale. ' and Mdse.
account is credited with the daily, weekly or monthly footing.

'' The Cash Book does not vary from the ordinary form, excepting that the debit column on the

left hand page is devoted to the cash sales of merchandise. 'All ••Regular" bills described in the

Memoranda, have four months to run; but if the jmrchiiser chooses to settle within thirtv days, he is

allowed a discount. 'Instead of crediting the purchaser's account in the Cash Book nith the net

amount of cash received, and in the Journal with the discount, the purchaser is credited in the Cash
Book for the entire amount of the settlement and Discount account is debited for the discount, on the

other side of the Cash Book. See Cash Book, pages 152—3. * Mdse. account is credited with the

footing of the Mdse. column in the Cash Book, whenever the Cash Book is balanced. ' The cash

should be proved every day in pencil, but the Cash Book need not be balanced oftener than once each

week.
'" The Journal contains only entries that cannot properly be made in the other books.
'• The Hands Register contains the weekly earnings of, and payments to, all emjiloyees. A column

is ruled at the extreme left of the left hand page for the names of the hands, and the remainder of the

page is divided into as many double money columns. Dr. and Cr., as the size of the book will permit,

similar to the Continued Trial Balance. The employees' time is " made up " from the Foreman's time •

book, and the amount due each is entered in the first vacant Cr, Column opposite his name. When
they have been paid, the amount each has received is placed in the first Dr. column opposite his name,
thus balancing the column. The footing of the H. R. is entered to Labor account on the right hand
side of the Cash Book.

Ill this set the entire investment is credited to Stock, as explained in the note at the bottom of

page 44.

151



152 THEORETICAL AISTD PRACTICAL BOOKKEEPING.

CASH BOOK.

DECEMBER, 188-.

DATE.
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CASH BOOK.

DECEMBER, 188-.

DATE.
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DECEMBER 1. 188-.

Resources of C. J. Huntington & Co., Furniture Manufacturers:

Keal Estate: Manufactory, 18000.00; Warehouse, 24000.00. Total, 42000.00. (J.)

'Merchandise: Manufactured, 47500.00; Lumber, 28000.00; Hardware, 1400.00; Fabrics, &c.,

1700.00; Varnishes, Oil &c., 350.00. Total, 78950.00. (.7.)

Machinery and Tools, 9000.00. (J".) Office Fixtures, Desks &c., 850.00. (J.) First National

Bank, on deposit, 4486.84. (J. The Bank account is here kept in the Ledger, but may be kept in the

Check Book if preferred.) Cash in Safe, 211.14. {C. B.)

Bills Receivable: Note of J. L. Brown, Tonawanda, at 3 mos. from Sept. 1st, with interest,

865.00. Note of S. H. Parker, Great Bend, at 3 mos. from Sept. 6th, with interest, 950.00, Note
of D. M. Willard, Grand Haven, at 2 mos. from Oct. 19th, with interest, 1744.50. Note of J.

B. Andrews, Salem, at 3 mos. from Nov. 15th, with interest, 428.15. Total, 3987.65. (.7. a7id B. B.)

Interest accrued on above notes, 39.79. (J.)

Personal Accounts {See Note belotv): C. A. Graves, Brockport, Mdsc. bought on Regular

terms, Nov. 3, 1436.85. E. S. Smith, North Wilson, Mdse. bought Nov. 5. Regular, 1153.85;

Net, 217.43. Warren & Francis, Jamestown, Mdse. bought Nov. 7; Net, 216.40. John. H. King,

City, Mdsc. bought Nov. 10; R., 184.30; Net, 195.10. Covert Bros., Oxford, Mdse. bought Nov. 13;

R., 1423.00. Geo. C. Lyon, Fair Haven, Mdse. bought Nov. 16; R., 83.18; Net, 41.12. Holdridge &
Gray, Medina, Mdse. bought Nov. 19; R., 234.50; Net, 1117.95. W. J. Thompson, Barclay, Mdse.

bought Nov. 21; R., 1143.25; Net, 73.11. Daniel Paine, Bridgeport, Mdse. bought Nov. 23; R.', 118.45;

Net, 61.17. J. H. Arnold, Geneva, Mdse. bought Nov. 25; Net, 1123.18. (.7.)

Note.—All goods are sold for Cash, Net Ca-sh, or on "Regular" Terms. When sold for cash no entry is made
excepting in the Cash Book, and that at the close of the day. If thought best, such sales may be described. See C.

B., page 152. Such cash receipts should agree with the Salesman's memoranda. When sold for Net Ca.sh, the goods

are entered in the Sales Book with the word " Net" after each item, and the aggregate is posted to the debit of the pur-

chaser's account in the Ledger. Mdse. account should be credited with the daily, weekly or monthly footing of

the Sales Book. When sold for " Net Cash" it is understood the bill is to be paid within 30 days. The terms are

indicated by " Net" in the Sales Book. At the expiration of the time the bill lias to run it will be subject to draft at

sight. When goods are sold on " Regular terms," they are entered in the Sales Book and posted precisely as when sold

for "Net Cash," excepting that the initial letter "R" is written after each item. Bills sold on " Regular" terms have

four months to run, and if paid within 30 days are subject to a discount of 5 per cent. If allowed to run beyond the four

months they are subject to draft at sight. The terms on which bills are sold should be indicated in the Ledger as well

as in the Sales Book. See accounts given on page 153, for illustration.

Sold Holdridge & Gray, Medina, 1 No. 33 Wal't Bed, 10.50; 1 No. 33 Wal't Wood Top Dresser,

17.00; 1 No. 2 Wal't Towel Rack, 1.G5, Regular. 2 No. 80 Chairs, 92c.; 13 No. 49^ Chairs, 15.00

12 No. 57 Ch., 9.00, -Net. [See Sales Book, page 153.)

John H. King, City, 6 No. 36 Maple Chairs, 10.80, Net. (;S'. B.)

Geo. C. Lyon, Fair Haven, 3 Best Side-Board Beds, 6.30; 3 High H. D. Cots, 7.65; 3 Low
do., 7.20; 1 Imp. Cong. Ch., 2.85; 24 No. 72 Light Ch., 11.00; 12 No. 72 Dark Ch., 5.50; 4 No. 61

Ch., 1.92, Net. (-S". B.)

Cash sales, J. Smith, C. Suit, 36.00. Mrs. Wood, Pat. Rocker, 22.00. W. Brown, Parlor Suit,

144. {C. B., see page 152.)

DECEMBER 2, 188-

Sold Daniel Paine, Bridgeport, 6 No. 25 Ch., 7.20; 12 No. 72 Ch. Sing. Round Liglit, 5.25;

6 No. 57 Ch., 4.50, Net. {S. B.)

Covert Bros., Oxford, 1 No. 33 Wal't Wood Top Suit, 34.75; 1 Tete in Jute, 22.00; 1 Ford

Rocker, 11.00, Regular. 1 Arm Chair, 5.00, Net. {S. B.)

J. H. Arnold, Geneva, 2 No. 4 Soft Wood Beds, G.50; 2 No. 25^ Cli., 8.00; 2 No. 24 Ash and

Wal't Beds, 9.00; 18 No. 57 Chairs in White (unfinished), 27.00; 3 No. 33 Ash and Wal't Beds. 18.00;

4 No. 3(n) Ch., 4.00, Net. (,S'. B.)

Received check from C. A. Graves for the amount of his bill of Nov. 3, 1436.85, less the regular

discount, 5^. (C. B.)

Bought, for cash, 3500 ft. Wal't Lumber, (J?. 70.00 ])er M. (C. B.)

Cash Sales: B. Jones, 1 Pat. Rocker, 22.00. 1 Wal't Hat Rack, 28.00; Bunch of Cane, 80c. (C. B.)
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DECEMBER 3, 188-.

Sold C. A. Graves, Brockport, 3 No. 42 Ash Beds, 18.00; 2 No. 42 Ash Dressers, 31.00; 1 No. 42

Ash W. Stand, 5.50, Regular; and 2 No. 83 Ch., 3.08, Net. (,S'. B.)

Sold W. .J. Thompson, Barclay, 6 No. 6 Maple Ch. in tlie White, 10.80; 4 Xo. 38 do.. 1.80, Net.

(S. B.)

Sold Warren & Francis, Jamestown, Lounges, White, 7.50; 4 14 x 24 Glasses, 5.00, Regular.

24 No. 57 Ch., 13.50, Net. (-S". B.)

Holdridge & Grav, Medina, Repairing Bed and Bureau, 8.00; 1 Hair Soft Mattress, 4.50, Regular

[S. B.)

Cash sales: Mrs. W. Price, Ash Dining Table and 6 No. 33 Ch., 20.00; 1 Wal't Washstand, 4.00

(C. B.)

DECEMBER 4, 188-.

Sold John H. King, City, 24 No. 87 Ch., 13.00; 36 No. 89 Ch. Dark, l'J.50; 12 No. 89 Light,

18.00, Net. {S. B.)

Sold Geo. C. Lyon, Fairhaven, 4 Lounges, White, 5.00; 1 Ne. 42 Ash and Wal't Suit, 21.25,

Regular. 2 No. 42 Ch., Light, 4. 08, Net. {S. B.)

J. L. Brown paid his note of 8G5.00, and interest, due to-day.

E. S. Smith pays his bill of Nov. 5th, 1371.28, less discount, 5 f« ou tlie Regular j)ortion of it.

(C. B.)

Cash sales: 1 Cong. Office Chair, 18.00; 1 Office Desk, 45.00. {C. B.)

DECEMBER 5, 188-.

Sold C. A. Graves, Brockport, 2 No. 48 Oak Ch., 2.60; 24 No. 89 Ch., 13.00; 1 Wal't Cnr. Stand,

3.75, Net. {S. B.)

Sold Warren & Francis, Jamestown, 1 No. 33 Wal't Wood Top Suit, 36.00; 6 Com. S. B. Beds,

12.00, Regular. 2 No. 33 Wal't W. T. Dressers. 34.00, Net. {S. B.)

Sold W. J. Thompson, Barclay, 1 No. 33 Wal't W. T. Suit, 36.00; 1 No. 33 Wal't W. T. Wash-
stand, 7.50, Regular. 24 No. 87 Ch., 13.00, Net. (-S'. B.)

Cash Sales: John Wagner, 1 W. T. Suit, 36.00; 1 Ash Din. Table. 18.00. (C. B.)

Bouglit Damask, Jute, &c. of A. S. Mann & Co., by cheek, 118.44; Invoice filed. {J.)

Deposited 2500.00. {C. B.)

DECEMBER 6, 188-,

Sold Covert Bros.. Oxford, 3 No. 33 Wal't W. T. Suits, 69.50, Regular. 6 No. 59 Ch., 12.00,

Net. {S. B.)

J. H. Arnold, Geneva, 1 No. 3 Couch in Carpet, 9.00; 6 Lounges, White, 12.90, Reg. 12 No.

D. R. Ch., White, 4.35, Net. {S. B.)

Daniel Paine, Bridgeport, 2 No. 42 Ash Beds, 18.00; 2 No. 43 Ash Dressers, 31.00; 1 No. 43 W.
Stand, 5.50, Reg. 6 No. 83 Ch., 9.00, Net. {S. B.)

Cash Sales: Parlor Suit, Wal't, 72.00; Chamber Suit, Wal't, 55.00. (C. B.)

Warren & Francis pay their net bill of Nov. 7, by check, 216.40. (C. B.)

The Foreman in the Cabinet Shop has handed in tne time of, and amount due to the following

hands: Nier, 10.50; Brown, 11.75; J. Wilson, 12.80; D. Wilson, 6.50; Meyer, 16.90; Johnson, 5.00;"

Lyman, 8.30; Mosier, 14.50. Thayer, 14.50; Pease 12.25; Bartlett, foreman, 25.00. From the Ware-

house are added Hyatt, Book-keeper, 30.00; Mory, Ass't Book-keeper, 8.00; Hacket, Salesman, 18.00;

Pomeroy, Salesman, 20.00. {Credit Col. H. R. See form, page 152.)

Note.—The i>iipil will rule a sheet for a Hands Register similar to the form given on page 152.

Paid in full all whose iiami's ;ippear on tlie Hunds Register, in cash. [Debit Col. H. R. and C. B.)

Balance Cash Book and bring down balance. Cash on hand, 1552.35. Post Journal, Sales Book
and Cash Book, and take a Trial Balance. Give each account one-fourth of a page space. In posting

the Personal Accounts, enter the terms given in the Memoranda. See Ledger form ou page 153.
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DECEMBER 8, 188-

Sold Geo. C. Lyon, Fair Haveu, 2 No. 33 Wal't W. T. Dressers, 34.00; 2 No. 33 Wal't W. T. W.

Stands, 15.00, Reg.

Holdridge & Gray, Medina, 1 No. 35^ Ash Suit, 24.55; 1 No. 50 Shelf Side Stand, 3.75, Reg. 4

No. 44 Ch, 3^.7: 2 No. 27 Ch., 1.70: 12 No. 87 Ch., 6.50. Net.

John H. King, City, 2 No. 33 Wal't W. T. Suits, 50.00, Heg. 10 Spindle H"d and F't Beds,

24.00, Net.

Sent check on First National Bank to Bancroft & Co., Pittsburg, for ])ill of Hardware, 318.45.

Cash sales: 1 Wal't M. T. Chamber Suit, 118.00; 1 Wal't Parlor Suit in Rep, H5.00.

Bought new Planer, by check, 875.00.

DECEMBER 9, 188-.

Sold E. S. -Smith, North Wilson. 1 Book Case, in White, 18.00, Reg. 30 No. 48 Oak Ch., 54.00,

Net.

Warren & Francis. Jamestown, 24 No. 87 Ch., 13.00; 24 No. 89 Ch., 14.00; 12 No. 89 Ch., 6.75,

Net.

W. J. Thompson, Barclay, 1 No. 42 Ash and Wal't Suit, White, 21.25. Reg. 2 No. 80 ch., 1.08;

12 No. 98 Ch., 32.00, Net.

Cash sales; 6 Dining Ch., 9.00; 1 Book Case, Wal't, 45.00.

Giive check for 6850 ft. Cherry Lumber, @ 48.00 per M.

Deposited 1500.00.

S. H. Parker pays his note of 95t».00, with interest, in cash.

DECEMBER 10, 188-

Sold Coyert Bros., Oxford, 6 Lounges, White, 7.50; 2 No. 1 Couches in Carpet, 17.50, Reg. 6

No. 25 Ch., 7.20; 12 No. 57 Ch., 9.00, Net.

C. A. Graves, Brockport, 2 No. 42 Ash Beds. 18.00; 2 No. 42 Ash Dressers, 31.00, Reg. 4 No.

309 Ch., 4.00, Net.

Daniel Paine, Bridgeport, 6 14 x 24 Glasses, 8.25, 2 No. 33 Wal't W. T. Suits, 75.00; 1 Bunch

Cane, 80c.; Reg. 10 No. 309 Ch., 10.00, Net.

Cash Sales: 1 Tete in Jute, 16.00; 1 Ford Rocker, 8.00; 1 Arm Ch. 6.00.

J. H. King pays his R. bill, 184.30, and his Net bill of 195.10, of Nov. 10th, less discount, o ^ on

the R. bill.

DECEMBER 11, 188-.

Sold Holdridge & Gray, Medina, 6 Ash and Wal't Beds, 36.00, Reg. 18 No. 57 C. in White,

15.50; 24 No. 254 Ch., 30.00, Net.

Geo. C. Lyon, Fair Haven, 12 No. 4 W. T. Cent. Tables, 42.00, Reg. 24 No. 59 Ch., 14.50, Net.

John H. King, City, 2 No. 1 Book Cases, in White, 37.00; 2 No. 33 Ash and Wal't Suit, 68.50; 2

No. 98 Ch., 5.50, Net.

Cash Sales: 1 W. T. W^ash Stand, 4.50; I M. T. Suit, 56.00; 1 Office Desk, 34.00; 1 Office Chair,

15.00.

•Deposited. 1000.00.

DECEMBER 12, 188-.

Sold E. H. Smith, North Wilson, 3 No. 42 Ash and Wal't Suits, 63.00; 8 S. W. Beds, 24.00. Reg.

4 No. 43 light Cli., 4.50; 4 No. 25 dark Ch., 4.80, Net.

W. J. Thompson, Barclay, 2 No. 33 Wal't Beds, 21.00, 2 No. 33 W. T. Dressers, 34.00, Reg. 34

No. 72 Ch., light, 11.00; 12 No. 72 Ch., dark, 5.50, Net.

Cash sales: 1 M. T. Wal't Side Board, 48.00: 1 Wal't D. Table, 24.00; 9 D. Ch., 13.50.

DECEMBER 13, 188-

Sold J. H. King, City, 2 .M. T. Wal't Side Bor.1>. 58.00; 2 Wal't D. Tables, 38.00, Reg.
.
18 No.

36 Ch., 24.00, Net.

J. H. Arnold, Geneva, 2 No. 33 Ash and Wal't Smt.s, 64.00; 2 No. 4 S. W. Beds, 8.00; 8 (!om.

Wash Stands, 12.00, Reg. 12 No. 80 Ch., 12.00, Net.

Daniel Paine, Bridgeport, 2 No. 35 Ash Suits, 51.00; 2 Wal't D. Tables. 28.00, Reg. 24 No. 44

Ch., 28.00, Net.

Sales for cash: 1 Couch in Carpet, 18.00; 1 Pat. Rocker, 22.00; 3 Office Stools, 3.60.
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Covert Bros, pay their E. bill of Not. 13, less discount, in cash.

Deposit iu First National Bank, 1500.00.

Bartlett, foreman, has left his Time Book in the office, from which the Pay Roll will be made up.

The hands have earned during the week, as follows: Neir, 11.75; Brown, 11.50; J. Wilson, 14.30; D.

Wilson, 8.75; Meyer, 15.50; Johnson, 6.75; Lyman, 9.80; Hosier, 13.20; Thayer, 16.25; Pease, 13.50;

Bartlett, Foreman, 35.00. Added from the Office and Warehouse: Hyatt, Book-keeper, 30.00; Morey,

Ass't Book-keei)er, 8.00; Hackett, Salesman, 18.00; Pomeroy, Salesman, 20.00. Entered on Hands

Register and paid iu full, in cash.

INVENTORIES, DECEMBER 13, 188-.

REAL ESTATE—Manufactory, 18000.00; Warehouse, 34000.00, 43000 00

MERCHANDISE—Manufactured Stock and Raw Material, _. 78164 90

MACHINERY AND TOOLS—At Cost, 9875 00

OFFICE FIXTURES—At Cost,. 850 00

INTEREST—Accumulated on D. M. W.'s Note,

•' J. B. A.'s Note,

Balance the Cash Book. Cash on hand, 543.51. Post, make a Balance Sheet, and cl(>se the

Ledger. Net gain, 660.50.

QUESTIONS FOR REVIEW.

'What books are required? Which are used as principal books, and which as auxiliaries? ^Describe

tne Sales Book. 'From which book are customers debited for purchases on account? 'To what

account is the footing of the Sales Book posted? 'In what respect does the Cash Book used in this

business differ from the ordinary Cash Book? * What do you understand by "Regular" bills? 'How
are purchasers' discounted bills entered in the Cash Book? ''How are the entries of merchandise m
the Cash Book posted? " How often should the cash be proved? '" What does the Journal contain?

Describe the Hands Register.



BUSINESS PRACTICE.

The special design of this set is to fumisli the student practice in drawing l)usiness pa])ers, and to

give him an undei'standing of how to use them in connection witli business transactions. Its further,

and equally important object, is to provide extended drill in invoicing, and other jiractical work involv-

ing accurate and rapid cominitations.

A distinguishing feature of the set is in making use of twenty price lists, enabling tlie teaclier to

assign to each one of twenty students a different list to work from, so tliat tlie results ho obtains will

be wholly unlike those obtained by any of the others. Independent effort, confidence and self-reliance

on the part of the pupil are tluis greatly jiromoted, and his zeal and interest in tlie work are correspond-

ingly increased.

158
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GENERAL INSTRUCTIONS.

In connection with tliomemoranda explicit directions for performing tlie work are given tlie pupil,

based upon the use of offices. In case offices are not provided, the pupil will hand the moncv, jiajjers

and other documents called for in the memoranda, to the teacher or some person apj)ointod to act for him.

OFFICE DEPARTMENT.

The work may be conducted independently of offices—the teacher, or some person designated by liim,

receiving the money, j)apers and other documents, and examining them with reference to accuracy in

comjiutution, correctness of form, etc., without making the records which would be required if offices

were in operation.

Whenever it is convenient, the value of the work will be in a measure increased by establishing at

least three offices, viz : (1) College Xational Bank, (2) Merchants Emporium, (3) Commercial
Exchange. At the first, all banking business will be done ; at the second, all merchandise will be

bought ;- and at the third, all the business will be transacted which does not properly belong to the

other two. When it is not possible to provide three sejxtrate othccs, one may be made to serve the

purpose by transacting all the business at that office, but keeping three distinct sets of books.

Comjilete directions for establishing and operating the offices, together with explanations of books,

blank forms, etc., to be used, are given in the "Teachers' Guide."

ACCURATE RESULTS.

As previously stated, a feature of this work from wliich the pupil will derive special benefit, is the

opportunity it will afford him for gaining rai)idity and accuracy in matliematical computations, by
making out long invoices involving fractional quantities and prices, working partial jiavmcnts of notes,

averaging the time of accounts, etc.

That the pupil may receive the fullest benefit from the work, it is important tliat the teacher

insist, first, upon accurate results, and, second, that these results be rapidly obtained by short, practical

methods. In the work of making invoices, for example, the extensions should, as far as ^wssible, be

made mentally.

It is customary in business where fractions arise in the computations, to divide between the buyer

and seller, giving and taking, but in this work, in order to obtain uniformity, in every computation if

the fraction be one-half cent or more, add another cent, if less than one-half cent drop the fraction.

WRITING THE BUSINESS FORMS.

The student will derive benefit from this work just in proportion as he exercises care in tlie jire-

paration of the various papers and documents. Composition, sjjelling, punctuation, use of capitals,

penmanship, neatness and general an'angement are all important elements, and should receive careful

attention in performing the work.

BOOKS TO BE USED.

A .Journal, Ledger, Sales Book, Ca.sh Book, Bill Book and Check Book, similar to those used in

the wholesale set may be advantageously employed. Other books or forms, if preferred bv the teacher,

can be readily used.

SPACE IN THE LEDGER.

In opening accounts in the Ledger, give one-half of a ])age each to Bills Recv., Bills Pay., Mdse.,

Expense, Freight and Drayage, Interest and Discount, and Collection and Exchange ; give one-third

of a page each to E. D. Carpenter & Co. and Clark. Endicott & Fielding; give all otlier accounts one-

ipuirter of a page each.

The pupil will now receive from the teacher tlie books and business pajiers and the number of the

price list he is to use, and proceed with tbe work, following carefully the directions given bim from

time to time in the foot notes in connection with the memoranda.
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Jan uART 1, 18—

.

(Student) lias tliis day been admitted an equal 2>artner in the Wholesale Grocery

House of Wm. L. Richmond, located at 384-390 Concord Ave., this City. The firm name is to be

Richmond & (Student), and the duration of the partnership five years.

It is agreed that the Resources shown by the Ledger of the old Ijusiness shall constitute Richmond's
investment (less his Liabilities, which the firm assumes), all Personal Accounts and I'.ills Receivalde

being guaranteed by him, as set forth in the appended Statement

:

It is agreed that . (Student), shall invest cash eqtxal to Richmond's present worth,

shown by the difference between his Resources and Liabilities, as enumerated below.

It is further agreed that each partner shall devote his entire time and energies to the business for

which this partnership is created ; but in view of the Senior partner's long ex^ierience and more valuable

services, he shall be allowed by the firm a salary of $1,000.00 j)er year, during the first two years of this

co-partnership.

It is agreed that interest shall be charged upon all sums drawn from the business by the partners

for their private use, and interest shall be credited upon all sums additionally invested.

It is agreed that comjdete and accurate books of account shall be kejit, and these shall, at all times,

be open to the inspection of either i)artner or his attorney. Once each year or oftener, an accounting

of the business sliall be made, and the jn-ofits and losses arising from its conduct shall be entered, share

and share alike, in the partners accounts.

At the expiration of the time for which the partnership is formed, the assets shall be converted

into cash and the balance remaining after all the liabilities have been discharged, shall be divided

between the ])artners as their jiartnership interests shall appear.

Note.—Articles of co-partnership, embodying the conditions and requiremeuts set forth above, may be drawn up
by the student at the discretion of the teacher.

For general form of Articles of Co-partnership, see Commercial Law.

WM. L, RICHMOND'S RESOURCES,

Notes and Acceptances (See Note to Student below).

A note made, David A. Parker, City, , his favor, dated July C last, at G months, payable at

his (Parker's) office, with interest, $2,000.00, on which the following payments have been made:

—

July 24, §350 ; Sejit. 4, $500 ; Dec. 3, §200. (In writing this note endorse the jwynients on the

back of it.

)

A draft drawn by Hamilton & Co., White Plains, , his favor, on Francis C. Budlong,

Corfu, , dated Sept. 9 last, at 4 mouths from date, accejited payable at First National Bank.

8218.44.

A note made by Geo. Bostwick & Son, City, his favor, dated Oct. 2 last, at t)0 days, payable at

Traders' National Bank, with interest, $400.

A note made by Henry D. Taft, Carthage, , his favor dated Oct. 4 last, at three months, jiay-

able at Anson County Bank, with interest. 8600.

A note made by Meyers & Feltman, City, favor E. H. Cooper, and Ijy him endorsed to Riclmiond,

dated Nov. 2 last, at 60 days, payable at First National Bank. $3-11.36.

Note To Student.—Draw the above five notes (except signatures) and write a full indorsement (except signature)

on each one transferring it from Richmond to the firm, since the notes are all drawn in favor of Riclmiond, but are now
the property of the firm. Present the notes at the Com'l. Ex. for the signatures of maker and endorser; enter them in

the Bill Book, and then debit Bills Recv. account in the Ledger direct for each note separately under the date of the

note and credit Bills Recv. acc't for the partial payments under their respective dates. No entries need be made in the

Journal for the resources and liabilities constituting Richmond's investment.

For Ledger space, see page 159.

PERSONAL ACCOUNTS. (See note next page.) »

Maktin & Bishop, Gainesville, .

Dr.

Aug. 4. Invoice 60 ds $613 25

Oct. 25. " 30 ds.
.'

342 50

Dec. 12. " 60 ds 406 45

Cr.

Sept. 1. Cash $300

Nov. 1. " - 600



THEORETICAL AND PRACTICAL BOOK-KEEPING. 163

E. 1). Carpenter & Co., Millville,

Dr.

Aug. 17. Invoice 60 ds 8140 3^

Sept. yo. •• 30ds. 275 00

Oct. 3. " 30 ds 400 20

Nov. 27. " 30 ds 310 83

Cr.

Oct. lo. Casli - -. :i!300

Nov. 1. Note «0 ds 4UU

Howard 0. Strong, City.

Nov. 12. Invoice GO ds 8351 80.

Ballantyne Bros., Geneva,

Dr.

Sept. 6. Invoice 30 ds ^295 68

Dec. 10. " 30 ds 302 05

Cr.

Oct. 1. Casli

Nov. 1.

Dec. 10.

$100

50

100

James Gordon, Argyle, .

Nov. 2. Invoice 60 ds. .f;326 40.

OdELL & MOFFETT, City.

Nov. 3. Invoice 60 ds _ 8450 50.

Dec. 5. " 30ds. -. ,.. 232 86.

Henry Pell & Co., Gouvernonr, .

Sept. 8. Invoice 60 ds «;425 22.

Nov. 3. " 60 ds 380 12.

F. W. Hendrick's Sons, Decatur, .

Dee. 6. Invoice 30 ds ^396 16.

Dec. 12. " 30 ds 208 74.

Holliway & Holliway, City.

Dec. 7. Invoice 30 ds... 8384 41.

Note.—Open above accounts in the Ledger and enter the items (not tlie totals) in each account. For Ledger .';pace

see page 159.

MERCHANDISE PER INVENTORY.

65 bbls. Roller Process Flour.

30 bbls. Granulated Sugar.

20 cb. Japan Tea.

25 bxs. London Layer Raisins.

13 bbls. New Orleans Molasses.

15 bags Rio Coffee.

5 bxs. Boneless Codflsb.

3 bbls. Cider Vinegar.

5 bbls. Oyster Crackers.

25 bbls. Onondaga Salt.

20 bbls. Standard A Sugar.

15 bbls. AVbite C Sugar.

20 cb. Y. H. Tea.

15 bbls. Porto Rico Molasses.

15 mats Java Coffee.'

12 mats Mocha Coffee.

25 bxs. Empire Soap.

50 pails Mackerel.

30 pkgs. National Yeast.

300 bags Fine Table Salt.

Note.—Make out an Inventory sheet of the ahove from your Imving price-list and enter the total tn tlie doI)it of

Mdse. acct. in the Ledger. Remember to .add another cent to the result in every coiitpuhiiion ^vhero tlie fraction is one-half

cent or more. Make the extensions mentally in every case where you can possibly do so, using papi-r aiul pencil only

when absolutely nece,s.sary. After completing in this manner tlie cntir(! invoice, it might be well to \erify some of the

more difficult items with paper and pencil. In a short time, however, this precaution will be unneces.sary, uiid simply a

review, mentally, of the entire work will suffice. You will be surprised I'.nd gratified by the proficiency you will soon

attain in rapidity and accuracy if yon will persist in this method.

FURNITURE AND FIXTURES.

Office Safe, Office Furniture, and otber Store Fixtures, as per Sclicdule - 1575,

Note.—Open an account in the Ledger with Furuitu'e and Fixtures, and debit it for alx)ve amount.
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INSURANCE.

UiR'iirned premium on Insurance on Stock ^38 75

Note.—Open au account iu the Ledger witli Insurance and debit it fur the aliove amount.

INTEREST AND DISCOUNT.

Balance of interest and discount in Riclimoud's favor on Bills Receivable, Bills Payable, and

Personal Accounts. $43 14

Note.—Open an account with Interest and Discount and debit it with above balance. This balance of interest and

discount is obtained as foUows:

—

Rate 6 per cent, on a basis of 360 days for a year, difference in time being found, in every case, by counting actual

number of days.

In the Personal accounts owing to Richmond, if an-invoice be due before Jan. 1, the interest on it from maturity to

Jan. 1, is a resource; if due after Jan. 1, the di.scount on it from Jan. 1 to maturity, is a liability. In accounts owing

by Richmond, if an invoice be due before Jan. 1, the interest on it to Jan. 1 is a liability; if due after Jan. 1 the discount

on it from Jan. 1 to maturity, is a resource.

Bills Receivable, liearing interest, the interest to Jan. 1, is a resource; those not bearing Interest, the discount from

Jan. 1 to maturity, is a liability. Bills Payable, bearing interest, the interest to Jan. 1 is a liability; those not bearing

interest, the discount from Jan. 1 to maturity, is a resource.

The difference between the sum of the several resource items and the sum of tlie several liability items, is the amount

given above.

WM. L. RICHMOND'S LIABILITIES.

NoTE.s AND Acceptances.

His note in favor of Boyd & Clark, dated Oct. 2 last, 90 ds., payable at College Xational Bank,

with interest 11500

His note dated Nov. 4 last, tit 2 mo., in favor of James II. Boltwood, payable at College National

Bank, •n'itli interest $1000

Draft drawn on him by Logan, Caswell & Co., Boston, favor E. T. Morgan, dated Dec. 6 last,

at 30 ds. sight, accepted Dec. 8, and payable at College National Bank $523 30

Note.—Draw above notes and draft, except signature. Enter them in Bill Book. Credit Bills Payable acct. in the

Ledger direct, for each note separately. Hand them to clerk in tlie Com. E.x. Before handing them in, write your name
iu pencil in the upper left comer of each note for the convenience of the clerk in the Com. Ex.

PERSONAL ACCOUNTS (All represented by the Merchant's Emporium).

Claijk, Endicott & Fielding, New -York.

Dk.

Sept. 3. Cash $1500

Nov. 1. Note, GO ds. with interest 1500

C'r.

July 12. Iinoicc 90 ds $2619 62

Sept. 3. " 60 d.s 854 09

Dec. 21. ' 60 ds 1608 96

Crandall & Co., City.

Cr.

Oct. 3. Invoice 30 ds. _ _ _ $205 75

Oct. 10. " 30 d.s 116 60

Alexander Mitchell, City.

Cr.

Nov. 6. Invoice GO d.s __ $1G4 34

Rout. II. Bovd & Co., Bultimorc.

Cr.

Oct. 5. Invoice 90 ds. $235 26

Oct. 0. " 90ds. : 112 00

Nov. 12. " 60ds. 330 09
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Stevens Bros. & Selden, City.

Cr.

Nov. 9. Invoice CO ds. $100 00

Nov. 1-2. " 60 ds _ 79 13

Mead, Farley & Mead, New York.

I)K.

Dec. 4. Cash ^350

Cr.

Oct. 19. Invoice GO ds §.518 00

Dec. 4. " GOds... 320 11

Myers & Arkwright, City.

Cr.

Dec. 4 Invoice .30 ds $325 90

J. M. Cone & Sox, City.

Cr.

Dec. G. Invoice 30 ds, ?!250

XoTK.—Open alinvf aecounls in the Ledger and enter tlie items (not the totals) in eacli account.

"Wm. L. Riclimoud's present worth, § .

JANUARY 1, 188—.

(student), pays into the bnsiness casli equal to Richmond's present worth, I . (C. B.)

Note.—The teacher will give 30U au onkr on Commercial Excliange for the above amount. Collect it and make
an entry in the cash book.

Renew the lease of the store 384—390 Concord Avenue, of Andrew D. Bennett, for five years, at

|i2400 per year, payable monthly in advance. All taxes, except tlie water-tax, are to bo jiaid by the

owner, who is also to make any necessary repairs. Tenant is to liave the privilege of sub-letting. Pay

one month's rent in advance in cash. (C. B.)

Note.—A lease embodying the above conditions, may be written Ijy tlie student at the discretion of the teacher. A
duplicate lease is generally made, so that each party may have a coi)y. Pay at Com'l E.v. one month's rent and take a

receipt.

The pupil will be expected to" draw the papers for all parties except tho.se represented by !Mer. Emp. and C. N. Bank,

affixing, however, only his firm's signature to such as require it. Papers requiring the signatures of (jther jiariies nuist be

presented at the office indicated in the memoranda, to be signed.

Deposit in C. N. Bank .'ill the cash on luind except $200. (Ck. Bk.)

Note.—Write a deposit ticket (see Business Forms) and present it, with money and Pass-Book, at the Bank, and
receive credit. Also write tlie signature of the finu in tlie Signature Book at the Bank. The style of signature adopted

should be one tliat can be written rapidly and legibly, and alike at all times, as nearly as possible.

The following bill of Mdse. was ordereil by Richmond, Dec. 20, at GO ds., of Clark, Endicott &
Fielding, New York; 2 casks Turkish Prunes, 10 bags Pearl Tapioca, 5 bags Shot Pepper, 5 bbls. P.

R. Molasses, 10 mats Java Cotfec, TO ch. Japan Tea, 10 cli. Oolong Tea, 5 bbls. New Orleans Molasses,

5 bags Rio Coffee, 10 bxs. Boneless Codfisli, 25 bxs. London Layer Raisins, 20 bxs. White Castile Soap.

Note.—Jlake a copy of this order on Order Sheet, and hand to Merchants Emporium. No entry required.

Sell Ballantyno Bros. Geneva, , 30 ds. on acct., 3 ch. Japan Tea, 1 bbl. Porto Rico ^Molasses,

5 bbls. Granulated Sugar, 3 bags Rio Coffee, 5 ynils Mackerel.

Note.—Make out invoice of above from selling price list and deliver to Com. Ex. Remember the suggestion in a

previous note in regard to making the extensions mentally.
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Receive of James Gonluii casli in full (jf invoice, Nov. 2.

Note.—Receive Uie cash (it t'ommercial Exchange and give a receipt.

Pay casli for sundry items of Stationery, 85.00.

Note.—Pay above to Com. E.x. Charge to Expense.

Order of Mead, Farley & Mead, New York, 60 ds., 40 bljls. Wliite C. Sugar, 20 bids. A. Sugar,

20 bbls. G. Sugar.

Note.—Write a letter ordering the above. Give shipping directions and request tliem to forward as soon as pos-

sible. Enclose the letter in envelope properly addressed and hand to Merchants Emporium. No entry will be made
until the goods are received.

Sell to Summer Bros., City, at 1^ jjer cent., special discount for cash, 5 bxs. Empire Soap, 3 cli.

Y. II. Tea, 5 bbls. Onondaga Salt, 2 bbls. A. Sugar, 1 hx. Boneless Codfish, 5 bbls. R. P. Flour.

Note.—Make invoice, receipt it and deliver to Com. Ex., receiving the cash. Enter in S. B. and C. B. and check

the entries. In Sales Book enter, as a check, the initials C. B., and in the Cash Book S. B.

Receive the invoice of the goods ordered of Clark, Endicott & Fielding, New Y'^ork, Dec. 20.

Note.—Receive the alxjve at Merchants Emporium, examine the prices, extensions and footing of the Invoice, and

if found correct, make the entry in the Journal. The total of the Invoice only need be entered. File the Invoice, giving

name, date, terms and amount.

Pay Sundiy items of freight and drayage in cash, 1^10.50.

Note.— Pay above to Com. Ex. Charge to Freight & Drayage which account will eventually be closed into

Merchandise account.

Prove your cash and balance the Cash Book, post the day's business, make out a ''Daily Statement

"

on the blank wliicli you will find in your package of forms, and hand to the teacher receiving his "0. K."

check on same before proceeding with tlie nest day's work.

JANUARY 2, 18—.

Sell (at Com. Ex.) Martin & P>isho}), Gainesville— , ou acct., CO ds., 5 bbls. A. Sugar., 5 bbls.

White C. Sugar.

Sell (at Com. Ex.) Edgar \\. Townsend, City, 30 ds., on acct., 3 ch. Oolong Tea., 1 cask T.

Prunes, 2 bbls. Oyster Crackers, 1 bljl. Cider Vinegtir, 2 bags S. Pejiper, 2 Ijbls. N. 0. Molasses, 5 bxs.

E. Soap.

Buy (at C. N. Bank) a draft on New Yor]; for $1000, and give your check for same with exchange

added at ^ per cent. Remit the draft to Clark, Endicott & Fielding, New York, to apply on ofc.

Note.—In drawing the check say in tlie bod)'. Pay to Draft $1000 ; & Exchange f2..50. Charge the exchange to

Collection & Exchange account. Write a letter enclosing the above draft, with full endorsement, and hand it to Mer.

Em p.

Buy (at Mer. E!np.).of Alex. Mitchell, (iO ds., on acct., .50 bbls. O. S,-dt, 500 bags V. T. Salt.

Notic.—Fill (i\U. an Order Sheet and hand tci the Aler. ]'^ni|). The invoice will be dilivcred to you later in the day.

Receive (at Com. Ex.) cash of Odell & Moflett, in full for invoice, Nov. 3.

Sell (at Com. Ex.) E. D. Carpenter & Co., Mellville—, 30 d.s. on acct., 3 bbl.s. 1'. K. ilolasses, 10

pkgs. National Yeast, 5 b\s. Boneless Codfish, 5 bags Pearl Tapioca. 3 mats Java f!ofTee, 3 ch. 0. Tea,

5 bxs. White C. Soap.

Leave (at C. N. Bank) !Myers & Fcltman's iu)te for collection.

Note.—Make memorandum in Bill Bock, " Left for Collection." Endorse the note and hand it in at the Bank.

Pay (at Com. Ex.) cash for two tons of coal for si ore S>10.50.

Sell (at Com. Ex.) Chas. II. Parmelee, Ogden— , at 1 percent., special discount for cash, 5 mats

J. Coffee, 5 ])kgs. N. Yeast, 3 ch. 0. Tea, 5 bxs. E. Soap.

Receive (at Com. Ex.) of Daviil A. Parker, a ])ayment of 4;30() cash to apjily on his note.

Note.—Endorse the payment on the note (See Business Forms) and make memorandum in 15. B.



THEORETICAL AND PRACTICAL BOOK-KEEPING. 167

Give (at Mer. Emp.) M^'crs & Arkwright, jour check to pay invoice of Dec. 4tli.

Pa
J'

(at Com. Ex.) cash for drayage for the day, iil.25.

Eeceive of HeTiry Pell & Co., their note to balance account, with 03 davs interest addel The
note is dated on the equated date of payment of the account, at GO ds., i)ayable at Traders National

Bank, this city.

Note.—Equate the account; draw up the note and present it at Com. Ex. for signature. In equatins the account
use the Interest method, assuming the latest date in the account as ttie focal date, carrying out and preserving the com-
putations to five decimal places. This requirement is made in order to secure uniform accuracy in the results. As a

matter of practice it would not be considered necessary to be so exact in the fractions.

Deposit all jour cash except $50.00.

Write an advertisement, to be inserted in tlio daily papers, for a Shippins: Clerk. State rinalifications

required, and any other conditions you may consider desirable. Hand adv. to (^oiii. Ex.

Prove your cash and balance the Cash Book. Post the day's business. Make out " Daily State-

ment " slip and hand to the teacher.

JANUARY 3, 18—.

Richmoiurs note favor Boyd & Clark, assumed by the firm, is due to-day, and has been charged to

the firm account at College National Bank, in accordance with your instructions.

Sell (at Com. Ex.) James Gordon, Argyle— , GO ds., on account, ,5 mats J. Coffee, 'i bbls. P. Pi.

Molasses, 2 bags Pepper, 5 ch. J. Tea, 5 bbls. G. Sugar, 5 bbls. White C. Sugar.

Buy (at C. N. Bank) by check at i f Exch., a draft on New York, and remit it to I!obt. II. Bovd
& Co., Baltimore, in full of invoice Oct. 5th.

Note.—See note under remittance made to Clark, E. & F. . 'Jnil iiisl.

Buy (at Mer. Emp.) of Jlyers & Arkwright, City. HO ds., on aect., -..'0 i)bls. < ). Cracker.s, 50 pkgs.

N. Yeast.

Receive (at Com. Ex.) of Ballantyne Bros., their elieck on Citizens Bank, Geneva, §200 on acct.

Note —Draw up this check (except signature) on the blank which you will find in your jiackaire. and present ii nt

Com. Ex. to be signed.

Sell (at Com. Ex.) Henry G. Wheeler, City, at 1 ]icr cent, discount for cash, 20 bbls. t). Salt, 'i ch.

Y. H. Tea, 10 pails Mackerel, 5 bbls. G. Sugar, 10 bbls. R. P. Flour.

Note.—Receipt the invoice and check the entries in Sales Book and ('a.«h Bonk.

Order of Clark, Endicott & Fielding, New York, GO ds., on acct., to be shipjied by fast freight,

100 cans Epps' Breakfast Cocoa, 100 pkgs. Baker's Chocolate, 5 bbls. English Currants, 20 pkgs. Gates

Matches, 25 bbls. Pure Gloss Starch, 10 bags Pearl Tapioca, 10 bbls. (i. N. ('. Head Rice, 25 dz. cans

Royal Baking Powder.

Note.—Write a httter ordering the above, and hanil it to Mer. Emp.

Receive (at Com. Ex.) of Martin & Bishop, cash on acct., $200.

Pay (at Mer. Emp.) Crandall & Co., cash in full of invoices of Oct. 3rd and Oct. lOtli, and interest

since maturity.

Sell (at Com. Ex.) Howard O. Strong, City, 60 ds. on acct., 5 mats M. Coffee, 5 mats J. Coffee,

10 bxs. L. L. Raisins, 100 bgs. F. T. Salt, 10 pkgs. N. Yeast, 5 ch. J. Tea, 1 ch. O. Tea, 1 bag S.'

Pepper, 3 bbls. A. Sugar.

Receive (at Com. Ex.) cash in jiayment of Geo. Bostwick & Son's note and interest, due to-day.

Pay (at Com. Ex.) drayage for the day, in cash, $1.50.

Deposit Ballantyne Bros, check and all currency except §100. Hank charges \ ^ collection on the

check.

In response to your advertisement of yesterday for a shijiping clerk, letters from several applicants

for the position were received, and among the number, one from Charles R. Dent, of 154 Oregon St.,

which impressed you most favoraljly, and resulted in his engagement at a salary of $50 per month.

Note.—You will make a copy of the above letter of application. Give careful allenlion to the coraiwsition.

arrangement, capitali/.iitiou. punctuation ami penmanship. Enclose the letter in an envelope, properly addressed, and
hand to the teacher.
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Prove your casli and balance the Casli Book. Post the duy's business. Make out " Daily State-

ment" slip and hand to the teacher.

JANUARY 4, 18—

Pay (at Com. Ex.) "Daily News" bill of advertising, in cash, $15.

Leave 11. D. Taft's note at C. N. Bank for collection.

Eeceivc (at Mcr. Emp. ) the invoice of goods ordered of Mead, Farley & Mead, 1st inst.

Sell (at Com. Ex.) L. D. Oliver, City, on his note at 3 ds., endorsed by Geo. Osgood, payable at

Merchants Bank, 7 cli. J. Tea, 3 ch. Y. H. Tea, 20 bxs. L. L. Eaisins, 3 bbls. P. R. Molasses, C bbls.

0. Crackers, G bbls. G. Sugar, 13 pkgs. N. Yeast.

Note.—In writing this note, after the words "payable at Merchants Bank," add in parenthesis (To be presented to

the teaelicr at maturit}-).

Receive (at Com. Ex.) cash of Odell & Jlollett, in full of Invoice Dec. 5.

Order (by letter) of Robt. H. Boyd & Co., Baltimore— , GO ds. on acct., 50 bbls. Y. C. Sugar,

25 bbls. N. 0. Molasses, 15 bbls. P. R. Molasses.

Pay (at Mer. Emp.) J. M. Cone & Son, cash for Invoice Dec. G.

Receive credit at C. N. Bank for Meyers & Feltman's note, due to-day.

Note.—Present jour Pass Booli at tliu Bank and receive credit. The note being payulile in the city, no charge is

made for collecting.

Pay (at Com. Ex.) cash for cleaning store, $3.50.

Buy (at Mer. Emp.) of Crandall & Co., City, 30 ds. on acct., 25 bids. R. P. Flour, 15 bbls. Oat

Meal.

Buy (at Com. Ex.) of Graves & Clark, 1 Cylinder-top Office Desk, ^125. Give them check in

payment. (Furniture & Fixtures acct.)

Ship Richard Olmstcad, Clarksville—, by National Express, C. 0. D., -1 cli. J. Tea, 4 ch. Y. H. Tea.

Note.—It is customary to sliip goods C. O. D. (collect on delivery) where the responsibility or credit of the buyer is

limited, or where his linanci.al .standing is unknown to the seller. Make one Invoice iii detail, to be mailed to the customer.

Tlicn make a second Invoice, reading " !Mdse. per Invoice by mail," giving the amount of the Invoice only, not the items,

and enclose it in the C. O. D. envelope, which you will find in your package of forms. Fill out the envelope by writing

the amount of the Invoice in the first blank space, leaving the second and third blanks to be filled by the Express Co. At
the bottom of the envelope, imder Remarks, write " Add return charges."

Open an account in the Ledger with " C. O. D. Accounts." See explanation. for "Miscellaneous Accounts." p. 108.

Sell (at Com. Ex.) Henry Pell & Co., Gouvencur— , CO ds. on acct., subject to draft, 30 bbls. R.

P. Flour, 5 bbls. Oat Meal, 20 bbls. 0. Salt, 200 bags F. T. Salt.

Sell (at Com. Ex.) Holliway & Ilolliway, City, 60 ds. on acct., 2 bbls. P. R. Molasses, 2 bbls. N.

0. Molasses, 20 pails Mackerel, 5 bbls. A. Sugar, 5 bbls. AV. C. Sugar, 10 bxs. E. Soap, 3 ch. J. Tea,

3 ch. Y. II. Tea, 3 bags Tapioca, 20 pkgs. N. Yeast.

Pay (at Com. Ex.) freight and drayage, for the day, in cash, $10.25.

Deposit in C. N. Bank all the cash on hand.

Prove and balance the cash, post the day's business and make daily statement.

JANUARY 5, 18—.

Receive (at Mer. Emp.) the invoice of goods ordered of Clark, Endicott & Fielding, 3rd inst.

Rcccivc'(at Com. Ex.) cash of F. W. Heudrick's Sons, in full of invoice of Dec. G.

Remit Mead, Farley & ]Mead, New York, your note at 30 ds., payable at C. N. Bank, to apply on

acct., §800.

Note.— Write a letter cuclusing tlie note and hand it to Mer. Emp.

Sell Odcll & Mofiett, City, 30 ds. on acct., 10 bbls. Flour, 50 cans Epi)s' Cocoa, 50 pkgs. Baker's

Chocolate, 5 bbl;'. P. G. Starch, 2 mats J. Coffee. 2 mats M. Coffee, 5 dz. cans R. leaking Powder, 1

bbl. E. Currants.
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Telegrapli Robt. H. Boyd & Co., Baltimore, to add to your order of yesterday, three casks of

Turkish Primes. Pay the charges ou the telegram, 50c., ia cash. (Debit Expense.)

Note.—Limit the number of words in tlie message to ten.

Discount at C. N. Bank, H. Pell & Co.'s note, and have the jiroceeds placed to your credit.

Sell (at Com. Ex.) Ballantyne Bros., Geneva—, 30 ds. ou acct., 5 dz. cans R. Baking Powder,
5 bbls. 0. Crackers, 5 bbls. 0. Meal, 10 bxs. L. L. fciisins, 3 pkgs. N. Yeast, 5 bbls. A. Suo-ar, 5

bbls. G. Sugar, 5 bbls. P. E. Molasses, 5 bbls. N. 0. Molasses, ~ bags R. Coffee, 3 ch. J. Tea, 5 bags

P. Tapioca.

Receive (at Com. Ex.) cash of Martin & Bishop, to balance their account, with interest added, or

discount deducted, as the case may be, between this date and the equated date of payment.

Note.—Average the account hy the Interest method, assuming the latest date as the focal date and carrying out

and preserving all computations to five decimal places. Preserve your work and show it to the teacher before obtaining

the cash.

Give (at Com. Ex.) Orville W. Dean check for §500 on Wm. L. Richmond's private account.

Note.—Open an account in the Ledger with " Wm. L. Richmond, Private Account."

Buy (at Mer. Emp.) of Stevens Bros. & Selden, City, at 1^ per cent, discount, for cash, 50 bxs. E.

Soap. Give check in payment.

Pay (at Com. Ex.) freight and drayage, in cash, §14.50.

.

Deposit all the cash you have on hand except §150.

Prove and-balance the cash, post the day's business, and make daily statement.

JANUARY 6, 18—.

Receive (at Com. Ex.) cash of Holliway & Holliway, for invoice Dec. 7.

Buy (at Mer. Emp.) of J. M. Cone & Son, City, at 2 i)er cent, discount for cash, 20 Full Cream
Cheese.

Sell (at Com. Ex.) E. D. Carpenter & Co., Millville—, 30 ds. ou acct., 15 bbls. Flour, 4 bbls. X.

0. Molasses, 10 bbls. 0. Salt, 20 bxs. E. Soap, 3 bbls. G. X. C. Head Rice, 1 cask T. Prunes, 10 bbls.

A Sugar, 10 bbls. W. 0. Sugar, 6 pkgs. G. Matches.

Wm. L. Richmond's note favor J. II. Boltwood (assumed by the iirm), due the 7th, has been paid

at C. X. Bank and charged to your account.

Note.—By a recent enactment in the State of New York, commercial paper falling due on a holiday, is made pay-

able on the next business day. In most of the States, however, such paper is payable the day jireceding the holiday.

Receive (at Com. Ex.) cash of James Gordon, less 1 per cent, discount, for invoice Jan. 3rd.

Buy a draft on Xew York for §2000 at ^ per cent, exchange, by check, and remit it to Clark.

Endicott & Fielding, X"ew York (Mer. Emp.), to apply on account.

Order in same letter the following goods, on acct. 60 ds. to be shipped by fast freight: 20 ch. 0.

Tea, 25 ('h. J. Tea, 25 ch. Y. H. Tea, 15 mats J. Coffee, 15 mats M. Coffee, 10 bags R. Coffee, 25 bxs.

B. Codfish, 5 bbls. E. Currants, 4 casks T. Prunes, 5 bags S. Pepper, 25 bxs. L. L. Raisins, 10 bbls. G.

X. C. H. Rice, 10 bags P. Tapioca.

Pay (at Mer. Emji.) Alex. Mitchell, cash in full of invoice Xov. (!.

Sell (at Com. Ex.) D. H. Johnson, City, for cash, 10 bbls. 0. Salt, 100 bags F. T. Salt, 10 bxs. E.

Soap.. 10 bbls. Flour.

Pay (at Com. Ex.) drayage for the day, in cash, §1.

Ship the following goods to Leach & Hanford, Odessa, by Southern Despatch Line, C. 0. D., to

the order of C. X. Bank: 10 bbls G. Sugar, 10 bbls. W. C. Sugar, 5 bags R. Coffee, 2 ch. Y. IL Tea.

Note.—Make out a B/L and have it signed at Com. E.x. Draw a sight draft on Leach & Hanford in favor of C
N. Bank, attach the By L and draft to the Invoice, and leave same wilh (;. N. Bank for collection.

The object of sending the shipment C. O. D. , is the same as e.xplainetl in the ca.se of the C. O. D. shipment bj'

Express to Olmslead, Jan. 4. The U. R. Co. does not, however, maki; the collection direct, us in the case of the Express

Co. The goods are marked "Subject to the order of C. N. Bank." The R. R. -Vgent at Odessa, will not deliver the

goods until the consignees have i)aid the draft to the Bank in Odessa, to which it was sent by C. N. Bank for collection,

and i)reseut that Bank's order on the R. li. Co. for the goods.
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Pay (at Com. Ex.) salaries of employes, for the week, in cash, |!150

Deposit in C. N. Bank all the cash on hand.

Prove and balance the cash, post and make daily statement and liand to the teacher, together with

a trial lialance of the Ledger for the week, exhibiting the differences instead of the footings of the

accounts.

JANUARY 8, 18—.

Sell Martin & Bishop, Gainesville—, CO ds. on aect., 10 bbls. R. P. Flour, 20 cans Epps' B. Cocoa,

20 pkgs. Baker's Chocolate, 5 pails Mackerel, 5 pkgs. G. Matches, 5 bbls. P. G. Starch, 5 bbls. O. Salt,

100 bags F. T. Salt, 10 bxs. E. Soap, 3 bags P. Tapioca.

Receive (at Com. Ex.) of Ballantyne Bros., their check on Citizens Bank, Geneva, $.300, on acet.

Draw from C. N. Bank, by check, -^150 cash, for office use.

Note.—Put in tlic body of tlio clicck " Ca.^li for OHice."

Sell James Gordon, Argyle— , GO ds. on acct., 5 bbls. G. Sugar, 5 bbls. White C. Sugar, 5 bbls. P.

G. Starch, 10 bxs. E. Soap, 10 pkgs. B. Chocolate, 5 CHieesc, 2 bbls. P. R. Molasses.

C. N. Bank has received returns from Carthage— , on II. D. Taft's note. Take your Pass Book to

the Bank and receive credit for the note and interest, less ^ per cent, collection.

Note.—Tlit< intere.st is couipiilcd at 6 ^ ou a basis of 30 days for a mouth.

Make a statement of E. D. Carpenter & Co.'s account. Average the account and note on the

statement, and also in the Ledger, the average date of payment. Write them a letter urging a ])rompt

settlement, either by cash, or note at CO days, with interest added.

Note.—In averaging the account, use tlie "Interest" raetliod, a.ssuming tlie latest as tlie focal dale, carrying out

the computations to five decimal places. In writing what is termed a "Dunning" letter, nice discriminalion must he

exercised in the language emjiloyed. While the debtor should be gi\en to understand unmistakably, tliat the demands of

the creditor must be complied with, it should be done in such a w.ay as to avoid giving offence. Pre.sent the statement to

the teacher for approval, and then enclo.se the letter and statement and hand to Com. E.x.

Buy at C. N. Bank, by check, a Nevr York draft at J ^ exch., and remit same to Robt. II. Boyd

& Co., in payment of invoice Oct. 9.

Sell Edgar 11. Collins, Lexington—, on his note at CO ds., payable at First National Bank, 5 bbls.

Rice, 5 bbls. White C. Sugar, 2 bags P. Tapioca, 1 doz. cans R. Baking Powder, 5 bbls. 0. Crackers.

Pay (at Com. Ex.) N. T. Everest, cash $100, on Wm. L. Richrhond's private account.

Draw a draft on H. Pell & Co., Goiiverneur— , dated Jan, 4, at CO days from date, in your favor,

for the amount of tlic bill sold them on that date, and enclose it to them for acceptance and return.

Note.—Enclo.se the draft in a letter and hand to Com. E.v. Make a memorandum iu their acct., in pencil, as fol-

lows: " Draft sent for acceptance and return."

Pay (at Com. Ex.) drayage for tlie day, in cash, '{!l.25.

Prove and balance the Cash Book. Post the day's business. Make daily statement and hand to

the teacher.

JANUARY 9, 18—.

Receive the goods ordered of Robt. H. Boyd & Co., 4th and !i>ih iiists.

Sell F. W. Ilcndrick's Sons, Decatur—, 30 ds. on acct, 10 bbls. Y. C. Sugar, 5 bbls. N. O. Molasses,

5 bbls. P. R. Molasses, 5 mats J. Coffee, 5 bbls. 0. Salt, 100 bags F. T. Salt.

Buy of Crandall & Co., City, 30 ds. on acct., 50 bbls. R. P. Flour, 20 bbls. 0. Meal.

Pay cash for cleaning store, $2. 75.

Receive (at Com. Ex.) of Odell & Moffott, cash in full of invoice Jan. 5, less 1 per cent, discount.

Buy of Ilolbrook & Gardner, City, at 2 per cent, discount, 20 bbls. Cider Vinegar. Give in pay-

ment check on C. N. Bank.

Receive (at Com. Ex.) cash for the C. 0. D. on Richard Olmstead, shipped l)y National Exjiress

4th nist.
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Holliway & Holliway (at Com. Ex.) return tlie 20 pkgs. Xationul Yeast sold them 4tli iust., on
account of its inferior quality. You will return the same to Myers & Arkwright (at Mer. Emp.) from
whom you purchased it, together with the 10 pkgs. you have of same lot i-cmaining on hand.

Pay (at Mer. Emp.) Stevens Bros. & Seldcn, cash in full for invoice Nov. 9.

Sell Ballantync Bros., Geneva—, 30 ds. on acct., 1 doz. cans K. Baking Powder, 2 bags E. Coffee,

20 cans Epps' Cocoa, 1 bbl. E. Currants, 5 bbls. Oat Meal, 2 bbls. N. 0. Molasses, 3 bbls. P. E. Jlolasses,

5 pkgs. G. Matches, 4 bbls. G. Sugar, 5 bbls. Y. C. Sugar, 10 bbls. E. P. Flour, 5 bxs. B. Codfish.

Leave L. D. Oliver's note for collection.

Receive (at Com. Ex.) of David A. Parker, casli in full for balance due on his note.

Note.—Find the balance due hy IT. S. Rule for partial payments. Find the time by counting actual number of

days.

Pay freiglit and drayage for the day, in cash, 4>1S.50.

Deposit Ballantyne Bros, check and all the cash on hand except ^50. Bank deducts ^ per cent.

collection on the check.

Prove and balance the Cash Book. Post the day's business. Make daily statement and liand to

the teacher.

JANUARY 10, 18—.

Wm. L. Eiclimotid's acceptance favor E. T. Morgan, assumed by the firm, is due to-day and luis

been paid by C. N. Bank and charged to the fii-ni acct.

One of your salesmen, Allan G. Hinchley, has been obliged to resign his position with you owing

to the removal of his family to a distant city. Pay him balance due on salary, $7.50, in cash. He
desires a letter of recommendation, and having proved himself faithful, efficient and trustworthy, you

comply with his request.

Note.—Such a letter .should contain a candid statement of facts regarding the character and general q-ialifications

of the jierson commended. It may be addres,sed "To whom it may concern," "To the Business Public," or to some

specified party. Hand the letter and cash to Cora. Ex.

Buy of Alex. Mitchell, City, 60 ds. on acct., 100 bbls. 0. Salt, 500 bags F. T. Salt.

Eeceive (at Com. Ex.) of Howard O. Strong, cash in full of invoice Nov. 12.

Sell Odell & MofFctt, City, 30 ds. on account., 3 mats M. Coffee, 3 bbls. 0. Crackers, 5 bbls. E. P.

Flour, 10 bbls. (•. Salt, 1 ch. Y. 11. Tea, 3 bbls. C. Vinegar, 5 Cheese, 1 doz. cans E. Baking Powder.

Leave Francis C. Budlong's acceptance for collection.

Accept (payable at C. N. Bank) Mead, Farley & Mead's draft at 1 day's siglit, favor Urton & Co.,

on acct., $500.

Receive the invoice ordered of Clark, Eudicott & Fielding, the 6th inst.

Receive (at Com. Ex.) of James Gordon, cash for invoice 8th inst., less 3 per cent, discount.

Sell (at Com. Ex.) Kauffman & Co. (Clothiers), City, on acct., 1 ch. Y. 11. Tea.

Note—Me.s.srs. K. & Co., being personal friends, you .sell them the Tea at cost price.

Buy of Myers & Arkwright, City, 30 ds. on acct., 50 bbls. O. Crackers, 50 pkgs. X. Y'cast.

Sell Sloan & Hunt, City, at 1 per cent, dise't for cash, 30 bbls. 0. Salt, 100 bags F. T. Salt, 30

bbls. E. P. Flour.

You owe Frank W. Brown $20.75 for extra labor in the store. He ]iret'ers luit to draw tlie money

at present, and at his request yoti give him a Due-Bill for the amount.

Note:—.lourualize the Due-Bill as Bills Payable, and hand it to Com. Ex.

Sell Larkin & Pease, Oakland— , on their note at two montlis, jjayable at C'ook & Sons Bank, 5 cli.

J, Tea, 5 ch. Y. H. Tea, 5 mats J. Coffee, 2 mats M. Coffee, 5 bbls. Y. C. Sugar, 5 bbls. W. C- Sugar.

Pay freight ami dr.ayage for the day, in cash, $13.10.

Deposit in C. N. Bank, $6()0.

Prove and balance the cash. Post the day's business and make daily statement.
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JANUARY 11, 18—.

Receive from C. N. Bank notice of protest of L. D. Oliver's note, due yesterday. Call at the

bank and get the note and pay the jirotest fees, Jil.OO in cash.

Note.—Make tlie fees a part of the note and debit Bills Rec.

Receive (at CJoni. E.\-.) cash of F. W. Ilcndrick's Sons for invoice Dec. 12.

Buy by check a New York draft for IslOOO at |- per cent, exch., and remit to Clark, Endicott &
Fielding (Mer. Emp. ), on aceotint.

Sell Ilolliway & Holliway, City, GO ds. on acct., 10 pkgs. B. Chocolate, 5 bxs. B. Codfish, 1 cask

T. Prunes, 10 bxs. L. L. Raisins, 2 bbls. Rice, 20 bbls. 0. Salt, 5 eh. 0. Tea, 15 pkgs. N. Yeast.

Give (at Com. Ex.) one of 3'our clerks ( Chas. Williams), to api)ly on Itis salary, an order on

Kauflman & Co. for goods from their store to an amount not exccedins §15.

L. D. Oliver pays his protested note of yesterday, as follows: He renews 1300 of the amount by a

new note at 60 ds.^ with same endorser as before, payable at Merchants Bank. The balance of the old

note, the protest fees, and the interest on the new note, he pays in cash.

Pay (at Mer. Emp.) Stevens Bros. & Selden, casli for invoice l^ov. 12.

Discount at C. X. Bank the note received of Larkin & Pease 10th inst. and receive credit for the

proceeds. The bank charges ^ per cent, for collection, in addition to the discount.

Sell Olcott & Moore, City, for cash, 5 bbls. A. Sugar. 5 bbls. G. Sugar, 5 bbls. Y. C. Sugar.

Pay (at Mer. Emp.) Crandall & Co., by check, in full of invoices Jan. 4 and Jan. 9, less 14 jier

cent, discount.

Deposit all your cash excejit $50.

Prove and balance the casli. Post the day's btisiness and make daily statement.

JANUARY 12, 18—.
.

Receive (at Com. Ex.) of E. D. Carpenter & Co., to bahmce account, their note dated at the

equated date of payment of their acct. at C,0 ds. with interest, payable at Genesee Valley National

Bank, as per statement sent them 8th inst.

Buv by check a New York draft at :^ per cent, exch., and remit same to liobt. H. Boyd & Co. in

payment of invoice Nov. 12.

Sell Howard 0. Strong, City, GO ds. on acct., 10 pkgs. B. Cliocolate, 5 bbls. 0. Crackers, 1 bbl. N.

0. Molasses, 5 bxs. L. L. Raisins, 5 bbls. Y. C. Sugar.

Receive (at Com. Ex.) of Holliway & Holliway, cash in full of invoices Jan. 4 and .Tan. 11, less

the credit for Mdsc. returned 9th inst., and less 2 per cent, discount on the not amount.

C. N. Bank has received returns from the C. 0. D. shipment to Leach & Hauford Gth inst.

Present your Pass-Book and get credit for the same, less collection i [icr cent.

Average Clark, Endicott & Fielding's account, and remit them a New York draft to balance, with

interest added, or discount deducted, as the case may be. Buy the draft at C. N. Bank by check at J

per cent. exch.

Pay (at Com. Ex.) "Evening Post's"' bill for printing, in cash, i{!8. 75.

Buy of Stevens Bros. & Selden, City, at 2^ per cent, disct. for cash, 50 bxs. E. Soap.

Discount at C. N. Bank, Edgar H. Collins's note and receive credit. The Bank charges i jier

cent, for collection in addition to the discount.

Sell D. H. Johnson, City, for cash, 25 bbls. 0. Salt, 200 bags F. T. Salt, 10 bxs. E. Soap.

Your friend and customer, Mr. Chaunccy Odell, of the firm of Odell & Moffett, has business to

transact in Baltimore. Being a stranger in that city, and needing the assistance and influence of a

responsible party there, you will favor him with a letter of introduction to Messrs. Robt. H. Boyd &

Co. Knowing Mr. Odell as a thoroughly honorable and reliable gentleman, you can solicit for him the

kindly offices of Messrs. B. & Co. with perfect confidence.

H. Pell & Co. have returned (at Com. Ex.) accepted, i)ayable at Farmens Bank, the draft sent

them 8th inst.

Pay drayage for the day, in cash, ^1.50.
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Dpposit in V. N. Bank, cash, 8650.

Pn)\b ;ind balance the casli, post the day's business and make daily statement.

JANUARY 13, 18—.

Your acceptance favor of Ortou & Co. has been paid and charged in at C. N. Bank.

Uece'.vc (at Com. Ex.) cash of Howard 0. Strong for invoice Jan. 3, less 2 per cent, discount.

F. C. Budlong's acceptance lias been jtaid. Present your Pass-Book at C. N. Bank and receive

credit, less ^ per cent, collection.

Pay (at Com. Ex.) in cash, tlie Pue-Bill given to Frank W. Brown 10th inst.

Sell Martin & Bishop, Gainesville— , 00 ds. on acct., 5 bbls. A. Sugar, 10 cans Epps' B. Cocoa,

10 pails Mackerel, 4 pkgs. G. JMatches, 10 bbls. P. G. Starch, 25 bbls. 0. Salt, 300 bags F. T. Salt,

40 bxs. E. Soap, 20 bxs. L. L. Eaisins, 3-5 pkgs. X. Yeast.

Pay (at Mer. Emp.) Alex. Mitchell cash in full of invoices Jan. 2 and Jan. 10, less 2 percent,

discount.

Pay (at Com. Ex.) balance due em]iloyes on salaries for the week, in cash. |!13.5.

Kauffman & Co. jiay their account in cash, deducting the order drawn on them 11th inst. favor

Chas. Williams.

Eeceive (at Com. Ex.) of Ballantyne Bros., to balance account, their check oi. Citizens Bank,

Geneva, with interest added, or discount deducted, as the case may be, from this dale lo average date

of payment.

Give (at Mer. Emp.) Myers & Arkwright your check for invoices Jan. 3 and Jan. lo, less the

goods returned 9tli inst., and less 1 per cent, discount on the net amount.

Pay drayage for the day, in cash, 50 cts.

Deposit Ballantyne & Bros, check and all the currency on hand. 'J'he check being fcr no large an

amount, the Bank deducts only ^ ])er cent, for collection.

Prove and balance the cash, post, make daily statement, take a trial balance and Jiand to the

teacher.

Draw a check in favor of the teacher for the amount you have in C. N. Bank, and hand same to

him, together with your books and business papers, for examination.

Then prepare for a written examination in book-keeping, questions for which will be furnished

by the teacher—selected from the questions for review given throughout the book. You will also be

required to make the Journal entries for a variety of transactions, and to draw forms of business paper,

as Letter, Bill, Invoice of Shipment, Account of Sales, Note, Draft, Check, Certificate of De])osit, etc.
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BUSINESS FORMS.

LETTER INCLOSING REMITTANCE.

FULLER & HENDERSON,

GROCERS SUNDRIES.
165 UAIS STEBST.

EOCHISTIR, (%Jj,/fj^

'^TMytm^

LETTER OF RECOMMENDATION.

Caebonpalb, Aug. 31, 188-.
To wliom it may Concern

:

We take pleasure in stating that the bearer, Mr. Ralph E. Rogers, who has been employed by
ns during the past year, is in all respects a competent and faithful book-keei)er, and a young man
of the highest qualities of head and heart.

Mr. Rogers severs his connection with our house to seek a more congenial climate, and leaves

bearing with him the highest regard of all with whom he has been associated.

Respectfully,
BEDELL & LUSK.

LETTER ORDERING GOODS.
Rochester, Oct. 4, 188-.

Mk. Geo. T. Osgood,

Chicago.

Dear Sir: Please ship us as soon as })ossible, per L. S. & M. S. R. R. and
N. Y. C. & n. R. R. R., the following:

20 doz. 2-hoop Pails; 15 doz. C. Pounders; 25 doz. R. Pins; 10 doz. N. D. Z. Wash Boards; 15
doz. 12-in. B. Bowls; 5 doz. No. 3 Wood Scoops; 25 Nest.s F. Pails; 5 doz. W. Shovels.

Respectfully,
PULLER & STUDENT.
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BUSINESS FORMS.

INVOICE OF SHIPMENT.

Invoice of Merchandise shipped to A. G. Niles, Evausville, to be sold on our account and risk.

200 bii. Potatoes,

Paid Cartage,

Galesbukg, Sept. 15, 188-

C'HAKGES:
@ 65c.
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BUSINESS FORMS.

BILL

FULLER & HEXDERSOX,

GROCERS' SUNDRIES.
leS HAIH STaSST,

OLIO SALESMAN Cyi<;^:^etU,i^^^

EQCHESTIS Gc/j. /fj^

24^r7^(ly.0K

lotf^ff^
FTXl^ER & HENDERSON.
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BUSINESS

JOINT NOTE.

1275. Cedar Falls, Iowa, Oct. 1, 188-.

Sixty days after date, we promise to pay Orlando

Stevens, or order. Two Hundred and Seventy-five

Dollars, for value received, at Farmers' Bank.

E. F. HAYDEN.
GEO. N. BROWN.

JOINT AND SEVERAL NOTE.

11500. Brighton, III., June 4, 188-.

One year from date, for value received, we, or

either of us, promise to pay to the order of Henry

H. MofEatt, Fifteen Hundred Dollars.

FRANK S. HORTOX.
M. BORTELLE.

NON-NEGOTIABLE NOTE.

$100. Trentox, X. J., May 15, 188-.

On demand, I promise to pay Lyman S. Barber,

One Hundred Dollars, for value received, with

interest.

C. C. BARNARD.

RECEIPT (To Apply on Account).

|il75.25. Philadelphia, Jan. 6, 188-

Rcceived of Wm. De Long, One Hundred and

Seventy-five -j%\ Dollars, to apply on account.

chas. g. apgar.

RECEIPT (In Full of Account.)

S200. CoBUEG, 0., Mar. 16, 188-.

Received of Walter Williams, Two Hundred
Dollars, in full of account to date.

SMITH & WEIGHTMAN.

RECEIPT (Payment on Note).

$150 Richfield, Pa., Sept. 27, 188-.

Received of Elihu Biddlecom, One Hundred
and Fifty Dollars, to apply on his note, in our

favor, dated Mar. 27, 188-.

GEO. T. CREED & CO.

DEPOSIT TICKET.

College National Bank.

January 4, 1S8-.
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BUSINESS FORMS.

BILL.
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APPENDIX.

SUPPLEMENTARY EXERCISES.

The following transactions are designed, primarily, to afford additional drill in determining the

proper debits and credits in recording business transactions, and may be ])erformed ixpon jiapcr or used

as exercises for class drill in the elements of bookkeeping. The latter plan will be found productive of

most excellent results, and is recommended by the authors, as it adds the aid of the teacher to the effort

of the pupil, thus securing to the pupil thorough knowledge in the shortest possible time. It is

advised that those pupils who are engaged upon a particular part of the work in bookkeeping—initiatory,

intermediate or advanced—be taken in classes into a recitation room and required to give the debits and
credits of all parties in the transactions in this work that are of the same general character as those

upon which they are engaged at their desks. In addition to the entries of all parties, it is recom-

mended that the pupils be required to give the forms of all commercial paper introduced, with their

proper indorsements. It is believed that this class drill will rivet the principles of debit and credit,

and the forms and requisites of commercial paper upon the mind of the pupil as no other process can

do, and will effect a great saving of time and labor upon the part of the teacher

Such class work should closely resemble the following:

Januarys. Bought of H. C. Franklin, Chicago, on % at 30 days, 200 bbls. Pork, @ 12.00,

2400.00.
"

•

Ques. What should be your debit and credit for this transaction, and why ?

Ans. Mdse. should be debited because merchandise has been bought—comes into my possession;

and H. C. Franklin should be credited, because I have become indebted to him.

Ques. What debit and credit will Franklin make, and why ?

Ans. He will debit me, the purchaser, because I have become indebted to him, and will credit

Mdse. because he has disposed of merchandise.

Ques. What entries will you make thirty days hence, upon payment in cash of the amount dae H.

C. Franklin, and why ?

Ans. Debit H. C. Franklin, because I have got out of his debt, and credit Cash because I have

paid out cash.

Ques. What entries will H. C. Franklin make upon receiving from you cash, in settlement of

your account, and why ?

Ans. He will debit Cash, because he has received cash, and credit me, because I have got out of

his debt.

Again, April 3, bought of Granger & Co., Minneapolis, 2000 bbls. Flour, @ 5.25 per bbl.,

10500.00. Gave in payment our check on German-American Bank for 4000.00. J. C. Eeid's note,

5000.00, discount to maturity allowed Granger & Co., 72.50, and cash for balance, 1572.50.

Ques. What debits and credits will you make for this transaction, and why ?

Ans. Debit Flour, because flour has been purchased; debit Discount, because discount has been

allowed Granger & Co. ; credit Bills Receivable, because J. C. Reid's note has gone out of our posses-

sion; and credit Cash for the amount of the cash, because we have paid out cash; and credit German-

American Bank, because we have drawn a check on them.

Ques. What entries will Granger & Co. make, and why ?

Ans. Debit Bills Receivable, because J. C. Reid's note has been received; debit cash for the

amount of the chock and currency, because so much cash has been received; credit Flour, because flour

has been sold; and credit Discount because discount has been allowed them.

Ques. What entry will the German-American Bank make when the check is paid, and why ?

Delnt Preston & Co., makers of the check, because tlie check is drawn by tiiem—lessening their

deposit that amount—and credit Cash because cash has been paid out.
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Ques. Give the form of J. C. Reid's note as originally received by B. F. Preston.

Ans.

5000.00. , March 1, 18—.
July 1, after date, I promise to pay B. F. Preston, or order, Five Thousand Dol-

lars, at First National Bank, value received.
J. C. REID.

Ques. What will bo necessary for B. F. Preston to do upon investing that note in the' business of

Preston & Co. ?

Ans. Write his name on the back of the note, or write, Pay Preston & Co., or order, and sign

his name.

Ques. In case the latter form is adopted how will the firm of Preston & Co. transfer it to Granger
& Co.?

Ans. They will write on the back, under the present indorsement, the firm name, or Pay Granger
& Co., or order, and add the firm's signature.

Ques. Give the form of the check on German-American Bank on April 3.

Ans.

4000.00. .
, April 3, 18—.

German-American Bank.

Pay to Granger & Co., or order. Four Thousand Dollars.

No. PRESTON & 00.

JANUARY.

1. The Student commenced business this day, and invested cash, 5000.00.

2. Bought for cash of E. II. Fellows, Albany, 100 bbls. Flour, @ 8, 800.00.

3. Sold W. II. Stern, Baltimore, on «/<;, 25 bbls. of Flour, @ 10, 250.00.

4. Sold for cash to S. B, Alvcrson, New York, 50 bbls. of Flour, @ 9.50, 475.00.

7. Received cash of W. H. Stern, to apply on "/c, 100.00.

8. Bought of H. C. Franklin, Chicago, on "fc, at 30 days, 200 bbls. Pork, (^ 13, 2400.00.

9. Bought of P. Armour & Co., for cash, 100 bbls. Lard, @ 25, 2500.00.

12. Sold Jas. Garrison, on «/c, 50 l)bls. Pork, @ 15.00, 750.00.

17. Sold II. D. Jones, on % 50 bbls. Lard, @ 27, 1350.00.

19. Bought of A. P. Barnes, on "/c, 200 bbls. Flour, @ 7.50, 1500.00.

21. Sold for cash, 50 bbls. Lard, @ 26.75, 1337.50.

23. Sold W. n. Stern, on % 100 bbls. Flour, @ 8.25, 825.00.

25. Received cash of H. D. Jones, on a/c, 1000.00.

27. Sold for cash, 75 bbls. Flour, @, 8.10, R07.50.

29. Bought for cash, 200 bbls. Flour, @ 7.25, 1450.00.

31. Paid A. P. Barnes 1000.00, on "Ic-

Inventory—250 bbls. Flour, 7.25 1812.50

150 " Pork, 12.00 1800.00

3612.50

Cash 2770.00

Net Gain 557.50

FEBRUARY.

1. Increased my capital by an additional investment of 3000.00.

2. Bought of Johnson & Co., on my note at 15 days, 100 bbls. Salt, @ 1.25, 125.00.

4. Sold D. B. Davis, on his note at 10 days, 50 bbls. Pork, @ 13.50, 675.00.

6. Received of W. H. Stern his note, at 10 days in full of <%, 975.00.

7. Paid H. C. Franklin 2400.00, in full of account.
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8. Sold for cash, 50 bbls. Salt, @ 1.50, 75.00.

10. Sold Jas. Garrison, on <^c, 50 bbls. Pork, 13.75, 687.50.

12. Bought of P. Armour & Co., for cash, 50 bbls. Lard. @, a4.00, 1200.00.

14. Received cash of Jas. Garrison, 1000.00 on 'fc.

17. D. B. Davis has paid his note of 4th instant in cash, 675.00.

18. Sold Jas. Garrison, on % 25 bbls. Lard, @ 26.00, 650.00.

19. W. H. Stern has paid his note of 6th inst. in nash, 975.00.

20. Paid our note of 2d inst. in cash, 125.00.

32. Sold James Pavne, on his note at 10 days, 60 bbls. Pork, @ 13.25, 662.50.

24. Bought of R. B. Ashley & Co., on my note at 30 days, with interest, 100 bbls. Pork, @ 11.50,

1150.00.

26. Sold for cash, 25 bbls. Lard, @ 27.00, 675.00.

28. Bought of P. Armour & Co., on my note at 30 daj-s, 100 bbls. Lard, @ 23.50, 2350.00.

Inventory—250 bbls. Flour, @ 7.25, 1812.50

100 " Pork, @ 11.50, 1150.00

100 " Lard, @ 23.50, 2350.00

50 " Salt, @ 1.25, 62.50

5375.00

Net Gain, 362.50

Cash, 5445.00

MARCH.

1. Paid two months' rent of store in cash, 200.00.

3. Sold Jas. Garrison, on his note at 10 days, with interest, 200 bbls. Flour, @ 8.00, 1600.00.

5. Paid clerk's salary for two months, in cash, 100.00.

7. James Payne has paid his note in cash, 662.50.

9. Bought of James Willis on our acceptance at 30 days, payable at German-American Bank, 500
bbls. Flour, @ 7.00, 3500.00.

11. Sold C. M. Benton, on his acceptance at 10 days, payable at Third Xational Bank, 200 bbls.

Flour, @ 7.75, 1550.00.

13. Bought of J. W. Whitney, on our note at 30 days, payable at German-American Bank, with
interest, £00 bbls. Salt, @ 1.25, 250.00.

15. Sold H. L. Haskins, on his check on First Xational Bank, 200 bbls Flour, @ 7.80, 1560.00.

16. James Garrison has paid his note of 1600.00, due to-day, with interest, 3.47.

18. Paid our acceptance due April 11th, 3500.00, in cash, less discount for time it has vet to run.

Discount, 24 days, 14.00.

20. Sold S. G. Davis, on his note at 30 davs, payable at Merchants' Bank. 75 bbls. Lard, @ 24.50,

1837.50.

22. Sold M. J. Riggs, on his check on Merchants' Bank, 50 bbls. Pork, @ 12.25, 612.50.

24. C. M. Barton has paid his acceptance of 11th inst., 1550.00, bv his check on Third National
Bank.

26. S. G. Davis has paid his note of 20tli inst., 1837.50, less discount to maturity—27 davs—bv his

check on Merchants' Bank. Discount, 8.27; amount of check, 1829.23.

28. Bought of P. Armour & Co., on our acceptance at 30 days, jiayable at German-American
Bank, 100 bbls. Lard, @ 22.75, 2275.00.

29. Paid our note, favor R. B. Ashley & Co., 1150.00, with interest for 33 days, in cash.

Interest, 6.33.
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31. Sold Mason & Brown, on their note at 10 days, payable at First National Bank, 150 bbls Salt,

@ 1.40, 310.00.

Inventory—150 bbls. Flour, @ 7.00, 1050.00

50 " Pork, @ 11.50, 575.00

125 " Lard, @ 22.75, 2843.85

100 " Salt, @ 1.25, 125.00

4593.75

Cash, 8320.38

Net Gain, 260.88

APRIL

1. Student and B. F. Preston have this day formed a copartnershiii for the purpose of conducting

a General Produce business, under the firm name of Preston & Co., each to invest 20000.00. Student's

investment consists of Warehouse and Lot, valued at 15000. 00, upon which there is a mortgage of 5000. 00,

having two years yet to run from this date; an account against B. H. Manning, St. Louis, 2963.50,

due April 15th ; a note against Samuel Drake, Chicago, for 56G0.00, payable at Live Stock National

Bank, at one month, from March 4th, with interest, now worth 27.35, in addition to its face, and

horses, wagons, harnesses, scales, trucks, etc., for use of warehouse, valued at 1149.15.

B. F. Preston invests cash, 14400.00, J. C. Rcid's note for 5000.00, dated March 1st and payable

at First National Bank, due June 30th, without interest. Discount allowed, 75.00; an account against

C. W. Norton, New York, due May 7th, 1792.87.

B. F. Preston owes W. S. Bancroft, Cincinnati, on his note, payable at Third National Bank,

due May 9th, without interest, 1125.00. Discount to maturity, 7.13.

1. Deposited cash in German-American Bank, 5000.00.

2. Bought for cash, 6 carloads No. 1 Red Wheat, 2375 bush., @ 85c., 2018.75, and 10 carloads

Canada Barley, 3960 bushels, @ 66c., 2613.60. Total 4632.35.

Note.—Instead of keeping a general Merchandise account, you will keep an account with each kind of produce,

as Wheat, Corn, Barley, etc.

3. Bought of Granger & Co., Minneapolis, 2000 bbls. Flour, @ 5.25 per bbl. Gave in payment

our check on German-American Bank for 4000.00. J. C. Eeid's note, 5000.00, discount to maturity,

allowed G. & Co., 73.33, and currency for balance, 1573.33.

5. B. n. Manning, St. Louis, has failed, and, in common with other creditors, we have decided

to accept SO per cent, of our claim, for which a draft on New York has been received. Student having

guaranteed the account, he must bear the loss. Account, 2963.50, discount, 592.70, amount of

draft, 2370.80.

7. Sold Guernsey & Co., Brooklyn, on their acceptance at 30 days, 500 bbls. Flour, @ 5.75,

2875.00.

9. Received draft on New York, from Live Stock National Bank of Chicago, for proceeds of

Samuel Drake's note of 5860.00, due on the 7th inst. Interest collected, 32.23, Bank charges 5.00 for

collection and 5.00 for exchange on draft. Amount of draft, 5882.23.

11. Sold Prescott & Smith, Newark, 2 carloads Red Wheat, 1152 bushels, @ 92c., 1059.84, and 3

carloads Canada Barley, 1180 bushels, @ 72c., 849.00. Total, 1909.44. Received Ballard & Jones'

note, favor P. & S., and indorsed by them for 1500.00, dated March 17th, at two months, payable at

Manufacturer's Bank, Newark, less discount to maturity, and their check on Newark National Bank,

for balance. Discount, 9.75, check, 419.19.

14. Bouglit for cash, 8 carloads Oats, 3804 bushels, @ 41c., 1584.24.

16. Sold Nichols & Co., Boston, at 60 days, 1000 bbls. Flour, @ 5.00, 5900.00.

18. Wishing to pay the mortgage on the warehouse, which will not mature until two years from

the 1st inst., we offer 50.00 in addition to the face and interest to date, which is accepted. Interest,

15.00, Cash payment, 5065.00.

22. Received from Wilson & Rockwell, Monroe, 5 carloads, 1964 bush. Wheat to be sold on

commissiou. Paid freight, 61.65, drayagu, 25.00 in cash.
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29. Student invests 593.70 in cash, the amount of the discount on B. H. Manning's account.

Inventory—1223 bu. Wheat, @ 85c., - 1039.55

2780 bu. Barley, @ C6c., 1834.80

500 bbls. Flour, @ 5.25, 2625.00

3SG4 bu. Oats, @ 41c., 1484.24

Horses, Wagons, Scales, etc., ------- 1149.15

Warehouse, - - - -' 15000.00

Cash on hand, 5723.35

Cash in bank, 1000.00

Net Gain, 985.61

MAY.

1. Mr. F. E. Thomas is this day received as partner in the business, giving each of the present

proprietors his note at six; months, with interest, for such an amount as will equalize the investments;

to Student, 6830.94, and to B. F. Preston, G830.93.

3. Sold for cash, the 5 carloads, 1964 bushels. Wheat, received from Wilson & Rockwell, @ 93c.

per bush., 1826.52.

5. Deposited cash in German-American Bank, 4500.00.

6. C. W. Norton, being unable to pay his account, 1792.87, due to-morrow, sends us a joint and
several note, made with interest at two months, payable at Ninth National Bank, Philadelphia, signed

by himself and W. S. Newcomb, which we receive in settlement.

8. Eemitted by our check on German-American Bank, for amount duo to-morrow ou B. F.

Preston's note, favor W. S. Bancroft, 1125.00.

10. Eeceived cash for Guernsey & Co.'s acceptance, due to-day, 2875.00.

13. Shipped Randall & Reed, New York, to be sold on our account, 4 carloads Red Wheat, 1223

bush., invoiced, @ 85c., 1039.55. Paid insurance in cash, 5.00.

15. Rendered Wilson & Rockwell an account sales of the 5 carloads Wheat, received from them to be

sold on commission. In addition to freight, 61.65, and drayagc, 25.00, paid when the Wheat was
received, we charge 2 jicr cent. Commission, 36.53, Storage, 25.00, and Insurance, 9.00. Remitted

consignors our check on German-American Bank for net proceeds, 1669.34.

18. Sold Strong & Wood, Fairport, 4 carloads Barley, 1539 bush., @ 77c., 1185.03, on their accept-

ance at 60 days, indorsed by W. L. Pinson, ])ayable at DeLand National Bank, Fairport.

20. Ballard & Jones' note due to-day has been protested for non-payment. Protest fees, 1.00, paid

by us in cash.

23. Ballard & Jones ha^e i^aid their note due the 20th, 1500.00, protest charges, 1.60, and three

days interest, 75c., by new note at GO days, with interest, jiayable at Manufacturer's Bank, Newark, for

750.00, balance in cash, 752.35.

27. Sold Jones & Co., on their cheek ou Trader's Bank, 4 carloads Oats, 1921 bushels, @ 45^c.,

874.06.

30. Received from Randall & Reed, New York, an account sales of wheat shipped them on com-

mission, on the 13th inst. Our net proceeds, 1224.15, due by equation. June 15th.

Inventory—1241 bu. Barley, @ 6Gc, - 819.06

500 bbls. Flour, @ 5.25, ------- 2625.00

1943 bu. Oats, @ 41c, 796. G3

Warehouse, 15000.00

Horses, Wagons, Scales, etc., - - 1149.15

Cash on hand, - 7544.68

Cash in bank, ---------- 2705.60

Net Gain, - - . . - 506.62
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JUNE.

1. B. F. Preston, wishing to retire from the business, proposes to sell his interest to the other two

partners, receiving one half cash and note for balance, which is accepted. The note for such balance

will be signed by the new firm; the style of which is, Thomas & Co. Cash, 6915.38; Note, 6915.37.

4. Nichols & Co., propose to pay their account, 5900.00, due 15th, providing we will allow them

one-quarter per cent, discount on its face, which is accepted. Discount, 14.75, cash, 5885.25.

7. Paid insurance for one year from Ajiril 1st, on warehouse, valued at 11000.00, in cash.

Premium 1 per cent., 110.00. Also paid premium for one year, obtained April 1st on an open policy

of insurance on contents of warehouse. Policy, 10000, Premium, 100.

10. Received from Pillsbury & Co., 1000 bbls. Flour, invoiced at 5.10, to be sold on their <yc, and

risk. Paid freight in cash, 212.00; our cartage, 20.00.

13. Bought of Cook & Co., on our iicceptanco at 30 days, payable at German-American Bank, 5

carloads Red Wheat, 2116 bushels, @ 93c., 1967.88.

15. Received from Randall & Reed, cash for proceeds of shipment due to-day, 1224.15.

18. Owing to the unfavorable appearance of the wheat market, we have determined to sell the

2116 bushels, now on hand, at present price, 89c., for which we receive cash, 1883.24,

21. Messrs. Pillsbury & Co., being in need of funds, notify us that they have drawn on us for

2500.00, at 14 davs from the 18tli inst., on account of the invoice of Flour received from them on the

10th inst. Accepted the draft, payable at German-American Bank.

23. Sell D. Collin.s, Winchester, for cash, 2 carloads Barley, 813 bushels, @ 77c., 626.01

26. Sold, for cash, 500 bbls. Flour, Pillsbury & Co.'s consignment, @ 5.90, 2950.00.

30. The warehouse and contents were last night, totally destroyed by fire. The insurance compa-

nies have this day adjusted the losses which were paid in cash, as follows: Warehouse, 11000.00; Scales,

Trucks, etc., 200.00; Contents, 6763.63—2G00.00 of which was on °jc of 500 bbls. Flour, belonging

to Pillsbury & Co., which were stored in the warehouse, and covered by the open policy of insurance;

and the remaining 4163.63 was apportioned as follows: Flour, 2950.00; Oats, 884.07, Barley, 329.50.

30. Deposited in German-American Bank, 10000.00.

30. Closed Pillsbury & Co.'s consignment, and rendered consignors an account of sales. Our
charges, in addition to freight and cartage already entered, are: Commission, 2 jjer cent, on 500 bbls.

sold, 59.00; Storage, 5.00; Insurance, 12.75. Pillsbury & Co.'s net proceeds, 2741.25, remitted by our

check on German-American Bank.

The books will now be closed, preparatory to closing out the business.

Inventory—Warehouse Lot, valued at, 4000.00

Horses, Wagons, etc., valued at, 900.00

Net Gain, 267.18

Students present worth, ......... 13964.32

B. F. Thomas present wortli, 13964.32

Cash in bank, 9964.41

Cash on bund, 20719.58
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ACCEPTANCE.—Agreeing to the terms proposed ; the

acceptor's name n'ritteii on the face of a bill of exchange

or draft, usuall}- -svith the word "Accepted "; bill of ex-

change or draft T\hen accepted.

AccoiiiiODATiON P.\PER.—Xotcs Or acceptances drawn for

the purpose of being discounted, and not founded on

an actual sale of goods ; notes or bills signed and ac-

cepted without consideration; notes drawn by merchants

for like amounts and exchanged for their mutual accom-

modation.

AccoTTNT CuBREXT.—A running account. A detailed state-

ment of the transactions between two persons or firms,

usually expressed in the form of debtor and creditor.

AccorxT S.\i.ES.—An itemized statement of sales and ex-

penses, sont by a commission merchant to his prin-

cipal. It exhibits the quantities md prices of the goods

sold, the commissions and other charges, and tlie net

proceeds.

Accrued.—Interest accumulated and unpaid.

AcKsowiEDCE.—In commercial correspondence, the term

by which the receipt of a letter, remittance, or order,

is admitted.

AcKKOWLEDGMEKT.—A formal admission made before an

officer, that the act described was voluntarily done.

The officer's certificate of the admission is also called

an acknowledgment.

ADMrNisTRATOE.—One that is appointed by the court to

settle an estate.

Ad Valorem.—According to value. A custom house

term, relating to the estimating of duties upon the value

of imported goods.

Affidavit.—A wTitten declaration under oath.

Appr-MSal.—The act of placing a value on goods.

Arbitration.—The adjustment of a disputed point by a

person or persons chosen by the parties in dispute.

Assets.—A term commonly used in trade to designate the

funds, propert}', or cilccts, that is, the stock in trade,

cash, and all the available property of a merchant, in

contradistinction to his liabilities or obligations.

AssiGKEE.—A person to whom the property of a bankrupt

or an insolvent debtor is transferred for the benefit of

the insolvent's creditors.

Assignment.—The act of transferring property to the as-

signee.

Attachment.—A warrant for the purpose of seizing a

man's property.

Auditor.—.Vn officer appointed by the government, or by
any corporation, to examine claims upon the treasury,

and to investigate the tre;isurer's accounts.

AtrxiLiAET.—Applied to various account books that are

kept as aids to the principal books.

BALANCE OF TRADE.— The difference between the

value of the commercial imports and exports of any

country.
Bank-Book.—A pass-book carried by a depositor, in which

the teller of a bank records deposits, and in which the

book-keeper enters the paid checks at stated intervals.

Bank Bills or Notes.—Promissory notes printed by the

government and issued by national banks, payable on

demand, and used as money.

B.ANKRCPT.—One who is unable to pay his debts, and wlio

fails in business.

Bill.—A statement in writing, sis a list of items bought or

sold, or of services rendered. The common term ap-

plied to a note or draft.

Bill of Exch.inge.—An order for the payment of money,
usually drawn on a person living in a foreign country,

the term draft being used to designate bills that are pay-

able in the same country in which they are drawn.

Bill of Lading.—A written account of goods shipped

and the conditions of shiijment, having the signature of

the carrier's agent, and given to the shipper as a receipt.

Bill of Sale.—A n-riting given by the seller to the buyer,

transferring tlie ownership of personal property.

Board of Tr.\de.—An association of businessmen for the

regulation and advancement of commercial interests.

Bonded Goods.—Those which are stored in a bonded

warehouse, or in bonded cars, the owner having given

bonds securing the payment of import duties or of in-

ternal revenues, upon their removal, or their arrival at

some inland city of entry, and before a specified time.

Bonus.—A premium given on a loan, or for any favor shown.

Broker.—An agent who effects sales or purchases or who
makes loans and contracts for another. Also a term

applied to one who deals in stocks. A broker does not

usually have possession of the property which he sells

or buys as agent.

Bullion.—Uncoined gold or silver.

Business.—Exchange of commodities and of commercial

values. Also a term representing one's occupation.

/CAPITAL.—The investment in business.

Cash Saxes.—The sales made for ready money in contra-

distinction to sales on which credit is given.

Certificate.—A written voucher attesting to some fact

;

as a certificate of deposit, a certificate of stock.

Certified Check.—One which has been certified or ac
cepted by the bank on which it is drawn, making the

bank responsible for its payment.

Charter.—A paper from government defining the rights

and privileges of corporations. To hire or let an in-

strument of transportation ; as, a ship, a railway car.

Chattel.—-iny kind of property except real estate, as,

merchandise, notes and accounts, animals, leases of

real estate, etc.

Check.—An order on a bank drawn by a depositor.

Clearing IIorsE.—A kind of banking exchange, estab-

lished in some of the large cities for the convenience of

daily settlements ; the drafts and cheeks on each other

are mutually exchanged without the individual presen-

tation of each at the banks, and a balance struck, which

balance only is paid in cash.

CoLLATERALS.^Pledges of stocks, notes, or chattels, for

security of loans and other indebtedness.

Commerce.—The business of exchanging commodities be-

tween different places ; mercantile business in general,

as carried on between individuals or companies of dif-

ferent countries, or of the same country ; and in a re-

stricted sense, the shipping which belongs to a country.

v«



Till DICTIONARY OF COMMERCIAL WORDS AND PHRASES.

Commercial Paper.—Bills of exchange, drafts, and notes,

given in the course of trade.

Commission.—A percentage given for the sale or purcha.se

of goods, or the transaction of other busmes.s, the order

or authority by which one person transacts business for

anottier

Common Law.—Law ba.sed upon the precedent of usage,

and not contained in the statutes enacted by legislative

bodies.

CoMP.\NT.—A corporation. A term used in a firm name to

designate other partners whose names are not given.

Compound, or Compromise.—To settle a claim by paying

or receiving only a part of the amount. To agree upon

a settlement based upon mutual concessions.

Consignee.—One to whom goods are sent.

Consul.—An agent for a government, residing at a seaport

in a foreign country, and guarding the commercial in-

terests of his OT.-n country.

Contra.—On the oppo.site .side.

Cop.VKTXERSinp.—The joining of two or more persons into

one fiiTn for the p'.irpose of carrying on any enterprise.

It has the same meaning a.s partnership.

Copyright.—The right granted by government to an autlior

to control the publication of any book or work.

Counterfeit.—A spurious bank bill ; a forgery

Counting-room.—A room in which merchants keep their

accoimts and transact business.

Coupon.— An interest note or a certiticate attached to a

bond which is cut off from the bond and collected

when due.

Course op Exchange.—The sum merchants pay for bills

of exchange to enable them to make remittances from

one country to another.

Credentials-—Testimonials giving authority.

Creditor.—One giving credit: one whom we owe.

Currency.—The paper money or the coin which consti-

tutes the circulating medium of a coimtry; that which

oasses for money in a country.

r\AYS OP GRACE.—Negotiable promissory notes or bills

-•-' of exchange, payable at a certain time, are entitled to

tlu-ee days delay beyond the time expressed, which are

called daj's of grace, unless '

' without grace " is ex-

pressed on the paper. These days were so called he-

cause they were fonnerly gratuitously adowed. But

now, in the L'nited States and England, they are de

manded of right, the custom having ]inssed into law.

Debtor.—One who owes a debt

.

Deed.—A written contract imder seal, usually transferring

the ownership of real estate.

Defalcation.—Deduction or discount. Embezzlement of

money by an officer having it in cliarge.

Deposit.—To commit to the care of another; especially to

place money in bank subject to our order.

Dishonor.—A failure to pay an obligation when due. A
failure to accept a draft when presented for acceptance.

DrvTDEND.—The portion allotted to each stockholder in the

division of profits.

Dower.—The right of a widow to a life interest in one-

tliird of all the real estate owned by her husband at any

time after their marriage.

Due-Bill.—A brief, written acknowledgment of a debt,

having the effect of a promissorj- note.

DtnsTNlNG.—Policting payment for a debt; or the urgent

pressing of the payment of a debt

T^ARNEST.—Part of purcha.se money paid, or part ol

-*^ goods delivered to bind a verbal contract.

Embezzlement.— A fraudulent appropriation of money
entrusted to one's care.

Emporium.—A commercial center.

Endorse, or Indorse.—To write one's name on the back

of a commercial paper. To receipt a partial payment

on the back of a note or bill.

Engross.—To copy in manuscript.

Equity.—The science of right .and justice, which often

corrects the applicalion of law in a jjarlicular case.

E.xcnANGE.—The giving of one v.alue for another The
process of remitting money values by means of hills

and drafts. Tlie discount or premium arising from the

purchase or sale of different classes of paper.

Execution.—A written direction given to an officer author-

izing him to enforce a judgment. The act of signing

and sealing a legal instrument.

FAC SIMILE.—An exact copy.

Pee Simple.—The absolute ownership of real estate.

PiNANCLER.—One having charge of the public revenues.

One skilled in money matters.

Fisc.\L.— Pertaining to the public treasury or revenue. As,

the fiscal year, meaning a financial year as reckoned by

the department of finance.

Fixtures.—The furnishings of a store or office that are not

movable.

Folio.—The page of an account hook.

Footing.—The amount of a column of figures.

Forgery.—The act of fraudulently writing or altering a

written document.

Free Trade.—Commerce between nations unrestricted by
duties or tariff regulations.

Freight.—Merchandise being transported. The price paid

for transportation.

p AUGING.—The process of measuring the contents of

^ casks.

Good Will.—The reputation and patronage that pertains

to an established business. The good will of a business

is very frequently the subject of purchase and sale.

Greenbacks.— United States notes, as distinct from na-

tional bank notes.

Gross Weight.—Weight of merchandise, including the

case or wrapping.

Guarantee, or Guaranty.—A surety for the performance

of a contract, in case tlie party making the contract

fails to keep it. A security against loss.

TI
OXOR.—To accept a draft, or to pay it when due.

TNDE^INITY.—Security against loss, such as may occur,
-*- or has occurred, by reason of some particular or speci-

fied event, as in case of ordinary insurance against loss

i)y fire, etc.

Indenture.—A mutual agreement in writing between two

or more parties.

Indorsement.—A -ivriting on the back of any commercial

paper.

Infringement.—To trespass upon th(^ rights of another,

especially when granted some special right Ijy law, such

as a copyright, a patent, or a tr.ade mark.

Injunction.—A writ or process by which a party is re-

quired to do or to refrain from doing a special act.
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L O. L'.— I owe Tou—an acknowledgment of indebtedness,

by the signer to the holder, for the amount.

Insol'S'EN'CT.—The condition of one who is unable to pay

his debts or meet his commercial obligations.

Installment.—Part of a sura of money paid or to be paid.

Ikst.vxt.—Referring to the present month ; as, the sixth

instant means the sixth day of the present or current

month. Abbreviated inst.

Intestate.—Djnng without having made a will.

Iir\TSTOi!T.—A schedule or list of the goods, wares and

merchandise generally, credits and assets of a merchant,

made out in minute detail, each article being set do\sTi

separately', and separate!}' valued, usually, according to

its then cash value; the whole list being then entered

in a book called an inventor}' book.

Intoice.—An itemized bill of merchandise bought, sold or

shipped.

TOBBER.—A wholesale merchant who buys goods from
" the importers and manufacturers, and sells to country

or other merchants and to retailers.

Joint Stock.—Proix-rty held in common by a company of

men, each of whom is called a stockholder.

Judgment.—The decree of a court enforcing a contract or

redressing a wrong.

T AW MERCHANT.—Commercial law, or such customs
^ and usages in commercial transactions, as being recog-

nized by the higher courts as establishing rules of ac-

tion, thus acquire the force of law.

Lease.—The letting of land and other property for hire.

The contract for such letting, usually written, but

sometimes verbal when the contract terminates within

a \'ear.

Legacy.—A gift of property by will.

Legal Tender.—That kind of money which legally can

be offered in payment of a debt.

Letter of Credit.—A letter, usually addressed to bank-

ing houses in foreign cities, authorizing the holder to

receive credit for a stated amount. They are used

mainly by travelers.

Ll4bilities.— The pecuniary obligations of a merchant,

which includes his bills payable and all his other debts.

License.—Permission or liberty to prosecute business or to

sell.

Lien.—The right of holding or detaining the property of

another until some legal claim be satisfied.

Liquidate.—To pay or settle a claim.

TVTAKER.—The signer of a note.

JLmjifest.—An invoice or schedule of a ship's cargo.

Maturity.—The date when commercial paper becomes

payable.

Merchandise.— In its most comprehensive signification

embraces every article dealt in by a merchant.

Money.—Any coin or currency lawfully employed as a

representative of value in buying and selling.

Monopoly.—The sole right to make or sell a certain article.

The exclusive control of anj-thing.

Mortgage.—The written pledge of real estate or chattels

to secure payment of a debt.

"VTEGOTIABLE.—A term applj-ing to commercijJ paper,

-L* that may be transferred by endorsement, or simply by

delivery.

Net.—Clear of all charge-s. The exact weight or amount

after all deductions are coimted out.

Net Proceeds.—The proceeds cf a sale after all expenses
are deducted.

Notary, or Notary PrBLic—An olTicer who acknowl-
edges deeds and other commercial papers; but whose
chief business is to protest paper for non-acceptance
and non-payment.

APEN ACCOUNT.—A running account on a merchant's
^ books, of debits or credits, vrilh an indi^dual or firm.

Open Policy.—One intended to cover all goods shipped

by a certain person within a specified time; each special

shipment and the amounts of insurance to be indorsed

upon the policy, as the shipments arc made.

OcTLuVA^-ED.—A term applied to a debt which has run be-

yond the time when the law will enforce its payment.

0\'ERDR.^-i\-N.—To draw a greater sum than one has to his

credit.

T)AR.—Equal in value. Any paper is at par when it is

-*- worth its face value, without premium or discount.

P.\R0L.—Oral, not written. Also applied to written con-

tracts not under seal.

P.\RTNERSiup.— The association together of two or more
persons in any occupation.

Pah Value.—The nominal value; usually the printed or

written value of any paper.

P.vss-BooK.—A book in which a trader enters articles bought

on credit. It is usually carried b}' the purchaser, and
is presented for record when the purchases are made.

Patent.—An oflicial document securing to a person for a

term of yeare, the exclusive right to an invention.

Pawn.—A deposit or pledge, given as security for a loan.

The term only applies to chattels or money, and not to

real estate.

P.\yee.—The one to whom payment is to be made; espe-

cially in whose favor a paper is drawn.

Payer.—The one who pays or is under obligations to pay.

Personal Property.—All property except real estate

;

chattels.

Plaintiff.— One who brings a personal action in law

against another party who is called the defendant.

Power of Attorney.—A written instrument giving an

agent authority to act for his principal. An agent thus

empowered is called an Attorney in Fact.

Preferred Stock.—Stock taking preference over the or-

dinary stock of a corporation. A dividend is declared

and paid on preferred stock before any can be declared

on common stock.

Prulv Facie.—At first view. Prima facie evidence is that

eridenee which is suflicient unless rebutted.

Promissory Note.—A written promise to pay a certain

sum of money unconditionally, at a specified time.

Pro Rata.—A proportional distribution.

PROTECTn'E Tariff.—Rates of duty fixed higher than the

uniform rates, on certain imported commodities, for the

protection of home manufacturers.

Protest.—A formal declaration made bj- a notary public,

of the non-payment of a note, or non-acceptance and

non-payment of a draft.

AUAR^VNTINE.— Restraint of intercourse to which a

H- ship, dwelling, or town is subjected on account of

being infected with some contagious disease.

QuoT.vrioNs.—The published prices of merchandise, rates

of freight, rates of exchange, etc.
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RATIFY.—To sanction or approve; usually applied to a

principal's approval of an agent's transactions.

Rebate.—A discount, or an allovv'ancc from the stipulated

price, made in consideration of prompt payment, or

for other reasons.

Receiver.—A person ajipointed to take charge of tlie af-

fairs of a corporation on its dissolution, and to distribute

its propertj' according to law.

REMITT.\^CE.—The act of transmitting money values from

one place to another. The value sent is called a remit-

tance.

Resources.—Money, property, or that which can be con-

verted into property; as, claims against other people,

either on written or verbal promises.

Revocation.— The recall of authority conferred on an-

other; as the revocation of an agency.

SALVAGE.—An allowance made by law to those who
save a ship's cargo from a ^^'rcck or tire.

Set-off.—A counter claim. A claim which the debtor or

defendant lirings to reduce the claim of a creditor or

l^laintiif.

Solvent.—Being able to pay one's liabilities.

Statement.—A list of resources and liabilities. A report

of an agent's transactions sent to his principal. An
itemized list of the debits and credits of any personal ac-

count; as, monthly statements sent by wholesale dealers

to their customers.

Statute —A law enacted by a legislature.

STOCKnoLDER.—One who owns shares of the capital stock

of a corporation.

Sue.—To bring an action against one in law.

Surety.—A person who has made himself responsible for

the contract of another.

Syndic^-TE.—A number of capitalists who unite together to

dispose of a large loan, or to conduct some great finan-

cial enterprise

TACIT.—That which is understood or implied.

Tare.—An allowance made for the weight of boxes, bai

rels, or wrappings of merchandise. The remainder

after deducting the tare is called net weight.

Tariff.—A list of prices ; as, a freight tariff. A list of

duties or customs on imports or exports.

Telegram.—A dispatch or message received or transmitted

by the electric telegraph.

Teller.—One wlio receives or counts. A bank ofiicer who
receives or pays out money.

Tickler.—A book containing a memorandum of notes and
debts, arranged in the order of their maturity.

Trade Discocnt.—A discount from certain list prices, or

from the amount of purchases, made to a dealer on ac-

count of a change in the prices, or on account of cash

jiaj-ments.

TTLTIMO.—The last month preceding the present; as, on
^ the twentieth ultimo, meaning the twentieth of last

month. Abbreviated vlt.

Usury.—Interest in excess of the highest rate allowed by

law.

TfALID.—A term applied to a contract that is properly

' executed ; that is, legal or binding.

Void.—Having no legal or binding force.

VocciiER.—A document or paper jjroving that some trans-

action occurred ; as, a receipt or a canceled note is a

voucher for the payment of money.

TlfARRANTY.—An agreement to become responsible, if

'
' certain facts do not turn out to be as represented.

Way-Bill.—A paper containing a list and description of

goods sent by railroad.

Wholes.^le.—To sell goods in qraatitj-, usually, in un-

broken or whole packages.



ABBREVIATIONS AND CONTRACTIONS.

a. or @ (L. ad). To or at.

A. or Am. Answer.

A 1. First Class.

4ce., .4ce<., ox ojc. Account.

Acct. Cur. Account Current.

Acct Sales Account of Sales.

Agt. Agent.

Admr. Administrator.

Admx. Administratrix.

Adv. Advertisement; Advocate; Advent; Adverb.

Ala. Alabama.

A. M. (L. Artium Magisier). Master of Arts.—(L. Ante

Meridien). Before uoon.—(L. Anno Mundi). In ibe

year of the world.

Am., Amer. American.American.

Amt. Amount.

Ans. Answer.

App. Appendix.

Apr. April.

Ariz. Arizona Territory.

Ark. Arkansas.

Aas'd. Assorted.

Asit. Assistant.

Aug. August.

Bal. Balance.

BaU. Ballimore.

B. B. Bill Book.

Bbl. Barrel, Barrels

Bdh. Bundles.

Bgi. Bags.

B. I. British India.

Bk. Bank; Book.

Bkts. Baskets.

B

Blk. Black.

Bla. Bales.

Bot. Bought.

BroH. Brought.

B

Bill of Lading.

^S
Bill of Sale.

Bu. Bushel.

Bx. . Box or Boxes.

c. Cents.

Vl In care of.^

CcU. California; Calendar.

Capt. Captain.

Cash. Cashier.

C. B. Cash Book.

(J. H. Court-House; Custom-House.

Cks. Casks.

Clk. Clerk.

Co. Company, County.

C. 0. D. Cash (or Collect) on Delivery.

CoU. College; Collector; Colleague.

Con. (L. contra). Against; In opposition.

Or. Credit.

Conn, or Ct. Connecticut.

Cor. Sec. Corresponding Secretary.

Or. Credit; Creditor.

Ct. Connecticut; Count: Court.

Ot. or ct. Cent.—(L. Centum) A hundred

Cts. or cts. Cents.

Owt. or ctci. (L. Centum, 100, and E. weight). A hundred

weight,

Dak. Dakota.

D. B. Day Book.

D. C. District of Columbia.—(It. Z>a Capo). Again, or

From the beginning.

d. d. Days after date.

Dec. December.

Del. Delaware; Delegate.

Dept. Department; Deponent.

Dfl. or dft. Draft ; Defendant.

Di)ict. Discount.

Div. Dividend; Division; Divide; Divided; Divisor.

Do. or do. (It. Ditto). The same.

Doz. or doz. Dozen.

Dr. Debtor; Doctor.

Drag. Drayage.

d. s. Days after sight.

D. T. Dakota Territory.

ea. Each.

S. and 0. E. Errors and omissions excepted.

Ed. Editor; Edition.

E. E. Errors excepted; Ells English.

e. g. (L. exempli gratia). For example.

Esq. or Enqre. Esquire.

Etc.. etc., or &c. (L. et cateri, aeterce, or cigtera). and

others; and so forth.

Exch. Exchequer; Exchange.

Exec, or Exr. Executor.

Execx. or Ex''x. Executrix.

Exp. Export; Exporter; Expense.

Ftb. February.

Fir. or fir. Firkin.

Fla. Florida.

Fo. or Pol. Folio.

F. 0. B. Free on Board.

Fo'd. Forward.

Fr't. Freight.

Ft. OT ft. Foot; Feet; Fort.

Fth. Fathoffl.

Fur. or fur. Furlong.

6a Georgia.

Gal. or gal. Gallon; Gallons.

6r. or gr. Grain; Grains.

Sdkf. Handkerchief.

Hf. chts. Half Chests.

Hltd. or hhd. Hogshead.

Hon. Honorable.

Hund. Hundred.

/. B. Invoice Book.

/. c. or i. e. (L. Id est). That is.

JU. Illinois.
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In. Inch; Inches.

Incl. Indiana; India; Indian; Index.

Ind. T. Indian Territory.

Ins. Insurance.

inst. Instant,—in tlie present month.

Int. or int. Interest.

In trans. (L. In transitu). In the passage.

Inv. Invoice.

Inv't. Inventory.

/. 0. If. I owe you—an acknowledgement for money.

/ Joint account.
' a

Jan. January.

Jr. Junior.

Kan. Kansas.

Ky. Kentucliy.

Kg. Keg.

L., lb., or Tb. (L. Libra). A pound, in weight.

L., I., or £. A pound sterling.

La. Louisiana.

Lat. or kit. Latitude.

"> Letter of Credit.^ c

Led. Ledger.

L. F. Ledger Folio.

L. S. Left side.—(L. Locus Sigilli). Place of the Seal.

Man. Manitoba.

Manuf. Manufacture; Manufacturer.

Mar. March; Maritime.

Mass. 3Iassachusetts.

Md. Maryland.

Mdse. Merchandise.

Me. Maine.

Mem. Memorandum.
Messrs. or MM. {F. Messieurs). Gentlemen; Sirs.

Mich. Michigan; Michaelmas.

Minn. Minnesota.

Miss. Mississippi.

Mms. Madame.

—

Mines. Mesdames.

Mo. Missouri.

Mo. or mo. Month.

Mon. Monday.

Mont. T. Montana Territory.

Mr. Master, or Mister.

Mrs. distress, or Missis.
'

MS. Manuscript.

MSS. Manuscripts.

N. A. North America.

N. B. New Brunswick.— (L. Nota Bene.) Note well, or

take notice.

N. C. North Carolina.

Neb. Nebraska.

Nev. Nevada.

N. F. New Foundland.
'

N. II. New Hampshire.

iV. J. New Jersey.

N. Mex. New Mexico Territory.

No. or % (L. Numero.) Number.

Nov. November,

N. P. Notary Public.

.y. S. Nova Scotia; New Style (since 1752).

y. r. New York.

0. Ohir; Old.

'i. Per cent.

Oct. October.

K. All Correct.

Onl. Ontario.

Oreg. Oregon.

Oz. or oz. Ounce or ounces.

P. or p. Page; Pint; Pole; Part.

^. Per.

Pa. or Perm. Pennsylvania.

Payt. Payment.

Pd. Paid.

Per an. ov per an. (L. Per annum.) By the year.

Per cent., per cent.. Per ct., or per ct. (L. Per centum.) By

the hundred.

Pk. or pk. Peck.

Pkg. Package.

P. M. Post-Master; (L. Post Meridiem.) After-noon.

P. 0. Post-Office.

P. 0. D. Pay On Delivery.

P. 0. 0. Post-Offlce Order.

pp. Pages.

Pr,pr.,or^. (L. per.) By.

Prem. Premium.

P. S. (L. Post scriptum.) Postscript.

Pes. Pieces.

Pub. Public; Publisher.

Pu-t. or ptot. Pennyweight.

Qr. or (jr. Quarter (28 pounds); Quire.

Qt. or gt. Quart; Quantity.

Peed. Received.

ReI'd. Returned.

R. L Rhode Island.

R. R. Railroad.

$. Dollar; Dollars.

S. A. South America; South Africa.

Sat. Saturday.

S. B. Sales Book.

S. C. South Carolina; Small Capitals.

Sep. or Sept. September.

Shipt. Shipment.

Sr. Senior.

S. S. Steamship.

St. Saint; Street; Strait.

Str. Steamer.

Sun. or Sund. Sunday.

Bunds. Sundries;

Supt. Superintendent.

Tenn. Tennessee.

Te.v. Texas.

Thurs. Thursday.

Treas. Treasurer.

Ult., ult.,ov iilto. (L. ultimo.) Last, or of the last month.

JJ. S. A. L'nited States of America; United States Army.

U. S. M. United States Mail.

Utah. Utah Territory.

Va. Virginia.

Vice Pres. Vice President.

Viz. OT vis. (L. videlicet.) Namely; To wit.

Vol. or vol. Volume.

Vt. Vermont.

Wash. T. Washington Territory.

Wed. Wednesday.

W. I. West India; West Indies.

Wis. Wisconsin.

Wt. or wt. Weight.

W. Va. West Virginia.

Wyo. Wyoming Territory.

T. or TV. Year.

Yd. or yd. Yard.
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